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AND  NOMINATING  OFFICERS 


CONCEENING 

APPLICATIONS.  EXAMINATIONS,  AND  APPOINq^MENTS. 


1.  The  iuformation  contained  in  this  pamphlet  has  been  compiled  by  the 
United  States  Civil  Service  Commission  for  the  use  of  civil-service  boards 
of  examiners  and  nominating  officers.  Persons  receiving  copies  for  their  oflBcial 
use  are  requested  to  keep  them  corrected  in  accordance  with  instructions  which 
may  be  received  from  time  to  time.  Any  previous  instructions  or  orders  incon- 
sistent with  those  contained  in  this  pamphlet  are  hereby  repealed. 

CIVIL-SERVICE  DISTRICTS. 


2.  The  commission  has  divided  the  United  States  into  twelve  civil-service  dis- 
tricts for  convenience  in  holding  examinations,  and  making  certifications  for 
filling  vacancies  occurring  in  certain  field  positions,  which  comprise — 

(a)  Positions  in  first  and  second  class  post  ofiices  (except  rural  carrier),  cus- 
toms districts,  internal-revenue  districts,  Subtreasury  Service.  Mint  and  Assay 
Service,  Assistant  Custodian  and  Janitor  Service,  and  Navy-Yard  Service. 

(&)  The  following  positions  in  field  branches  of  all  services,  except  the  Quar- 
termaster Corps  (including  the  Forest,  Immigration,  Indian,  Lighthouse,  Public- 
Health,  and  Steamboat-Inspection  Services;  the  Engineer  and  Ordnance  Depart- 
ments at  large ;  the  Weather  Bureau ;  the  Bureaus  of  Animal  Industry,  Mines, 
and  Standards,  etc.)  : 


Clerical. 
Minor  clerical. 
Subclerical. 
Stenographer  . 
Typewriter. 

Stenographer  and  typewriter. 

Bookkeeper. 

Telephone  operator. 


ElcA^ator  conductor. 
Messenger  boy. 

Mechanical  trades  and  similar  nonedu- 
cational  positions  (except  Indian 
Service  and  services  for  which  reg- 
ulations provide  otherwise). 

Unskilled  laborer  (where  labor  regula- 
tions are  in  force). 


(c)  The  following  positions  in  certain  field  branches  of  the  sen-ice : 


Forest  clerk  and  computing  clerk,  For- 
est Service. 

Field  clerk  and  mechanical  draftsman. 
Reclamation  Service. 


Junior  laboratory  helper.  Bureau  of 

Standai'ds. 
Matron,  matron-interpreter,  and  guard, 

Immigration  Service. 
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Mechanical  draftsman  and  wireman, 
Bureau  of  Mines. 

Law  clerk-stenograptier-typewriter.  De- 
partment of  Justice. 

Meclianician,  medical  supply  depots. 

Mechanical  apprentice  draftsman  and 
copyist  draftsman.  Engineer  Depart- 
ment at  large. 

Mechanical  draftsman.  apprentice 
draftsman,  and  apprentice.  Ordnance 
Department  at  large. 


Packer,  Indian  warehouses. 
Book  sewer.  United  States  Military 
Academy. 

In  the  Quartermaster  Corps :  Mes- 
senger, stenographer,  watchman,  and 
the  following  noneducational  positions : 
Positions  in  the  harbor-boat  service, 
stationary  engineer,  forester,  gardener, 
janitor,  packer  (at  depots),  rodman, 
warehouseman,  and  wheelwright. 


Additional  positions  may  be  included  by  the  commission  with  the  consent  of 
the  heads  of  the  departments  coucei'ned. 

Each  district  is  in  charge  of  a  secretary,  who  has  immediate  supervision 
under  the  direction  of  the  commission  of  all  civil-service  work. 

3.  Each  district  secretary  shall  report  to  the  commission  quarterly  on  Janu- 
ary 1,  April  1,  July  1,  and  October  1  as  to  the  condition  of  the  work  in  his  dis- 
trict. The  report  showing  absence  and  travel  on  offlcial  business  must  be 
rendered  promptly  at  the  end  of  each  month  on  Form  1541. 

4.  The  commission's  literature  for  public  distribution  shows  that  information 
in  regard  to  examinations  for  positions  under  the  district  system  (see  par.  2) 
may  be  secured  from  the  district  secretary  for  the  civil-service  district  in  which 
employment  is  desired  or  from  the  local  boards  of  examiners.  The  civil-service 
districts  are  as  follows : 

First  district. — Headquarters,  post  office,  Boston,  Mass. ;  Maine,  New  Hamp- 
shire, Vermont,  Massachusetts,  Rhode  Island,  and  Connecticut. 

Second  district. — Headquarters,  customhouse.  New  York,  N.  T. :  New  York, 
and  the  counties  of  Bergen,  Essex,  Hudson,  Morris,  Passaic,  Sussex,  and  Union, 
in  the  State  of  New  Jersey. 

Third  district. — Headquarters,  post  office,  Philadelphia,  Pa. :  Pennsylvania, 
Delaware,  and  the  counties  of  Atlantic,  Burlington,  Camden,  Cape  May,  Cum- 
berland, Gloucester,  Hunterdon,  Mercer,  Middlesex,  Monmouth,  Ocean,  Salem, 
Somerset,  and  Warreu,  in  the  State  of  New  Jersey. 

Fonrtli,  district. — Headquarters,  Office  of  Civil  Service  Commission,  Washing- 
ton, D.  C. :  Maryland.  West  Virginia.  Virginia,  North  Carolina,  and  the  District 
of  Columbia. 

Fifth  district. — Headquarters,  post  office,  Atlanta,  Ga. :  South  Carolina, 
Georgia,  Alabama,  Florida,  Mississippi,  and  Tennessee. 

Sixth  district. — Headquarters,  post  office,  Cincinnati,  Ohio :  Ohio,  Indiana,  and 
Kentucky. 

Seventh  district. — Headquarters,  post  office,  Chicago,  111. :  Wisconsin,  Michi- 
gan, and  the  counties  of  Boone,  Bureau.  Carroll,  Cook,  DeKalb,  Dupage,  Ford, 
Grundy,  Henderson,  Henry,  Iroquois.  Jo  Daviess,  Kane,  Kankakee,  Kendall, 
Knox,  Lake,  Lasalle,  Lee,  Livingston,  ^McHenry,  Marshall,  Mercer,  Ogle,  Peoria, 
Putnam,  Roclv  Island,  Stark,  Stephenson,  Warren,  Whiteside,  Will,  Winnebilgo, 
.■uid  Woodford,  in  the  State  of  Illinois. 

Eighth  district. — Headquarters,  post  office,  St.  Paul,  Minn. :  Minnesota,  North 
Dakota,  South  Dakota,  Nebraska,  and  Iowa. 

Nintli^  district. — Headquarters,  old  customhouse,  St.  Louis,  Mo. :  Kansas,  Mis- 
souri, Arkansas,  Oklahoma,  and  the  counties  of  Adams,  Alexander,  Bond, 
Brown,  Calhoun,  Cass,  Champaign,  Christian,  Clark,  Clay,  Clinton,  Coles,  Craw- 
ford, Cumberland,  Dewitt,  Douglas,  Edgar.  Edwards,  Effinghain,  Fayette, 
Franklin,  Fulton,  Gallatin,  Greene,  Hamilton,  Hancock,  Hardin,  Jackson,  Jas- 
per, Jefferson,  Jersey,  Johnson,  Lawrence,  Logan,  McDonough,  McLean,  Macon, 
Macoupin,  Madison,  Marion,  Mason,  Massac,  Menard,  Monroe,  Montgomery, 
Morgan,  Moultrie,  Perry,  Piatt.  Pike.  Pope.  Pulaski,  Randoph,  Richland,  St. 
Clair,  Saline,  Sangamon,  Schuyler,  Scott,  Shelby,  Tazewell,  Union,  Vermilion, 
Wabash,  Washington,  Wayne,  White,  and  Williamson,  in  the  State  of  Illinois. 

Tenth  district. — Headquarters,  customhouse.  New  Orleans,  La. :  Louisiana 
and  Texas. 
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Eleventh  district. — Headquarters,  post  office,  Seattle,  Wash. :  Washington, 
Oregon,  Idaho,  Montana,  Wyoming  (iuclndiug  the  Yellowstone  National  Park), 
and  Alaska. 

Twelfth  district. — Headquarters,  post  office.  San  Francisco,  Cal. :  California, 
Nevada,  Arizona,  New  Mexico,  Colorado,  and  Utah. 

The  chairman  of  the  Porto  Rican  Civil  Service  Commission,  San  Juan.  P.  R., 
and  the  secretary  of  the  local  board  at  Honolulu,  Hawaii,  act  as  representatives 
of  the  United  States  Civil  Service  Commission  in  Porto  Rico  and  Hawaii, 
respectively. 

LOCAL  BOARDS. 

5.  One  or  more  employees  of  each  classified  office  within  a  district  outside  of 
the  headquarters  shall  be  designated  local  members  of  the  board  of  examiners 
upon  the  recommendation  of  the  district  secretai-y,  after  consultation  with  the 
heads  of  the  offices  in  which  such  employees  are  serving.  One  local  member 
shall  be  designated  local  secretary.  These  local  members  shall  assist  in  exami- 
nations and  perform  other  work  of  the  commission  under  the  direction  of  the 
district  secretary.  Civil-service  Rule  IV  provides  that  such  duties  will  be  con- 
sidere<l  part  of  the  duties  of  the  office  in  which  the  members  are  serving  and 
time  shall  be  allowed  therefor  during  office  hours. 

6.  In  submitting  nominations  for  membership  on  boards  of  examiners  the 
following  will  be  observed : 

(a)  The  third  section  of  the  civil-service  act  provides  that  members  of  a 
board  of  examiners  shall  be  selected  by  the  commission  after  consulting  the  head 
of  the  department  or  office  in  which  they  are  serving.  It  is  important  that  those 
who  are  nominated  for  service  on  boards  shall  be  persons  of  intelligence,  candor, 
good  character  and  reputation,  and  of  a  high  sense  of  .justice  and  fairness;  and 
in  order  that  the  commission  may  be  able,  in  some  measure,  to  judge  of  tlieir 
qualifications,  all  the  information  called  for  regarding  each  person  nominated 
must  be  given. 

(&)  The  civil-service  rules  provide  that  no  board  shall  be  composed  solely 
of  adherents  of  one  political  party  when  other  persons  are  available  and 
competent  to  serve.  The  party  affiliations  of  those  nominated  must  therefore 
be  indicated.  If  all  the  Federal  employees  in  an  office  belong  to  the  same  politi- 
cal party,  that  fact  must  be  stated ;  and  if  it  is  impossible,  therefore,  to  organize 
at  such  ofiice  a  board  consisting  of  adherents  of  more  than  one  political  party, 
the  board  should  be  reorganized  at  the  earliest  date  when  it  is  practicable  to 
correct  the  defect.  In  order  to  avoid  adverse  comment  it  is  also  desirable  that 
relatives  of  the  nominating  officer  be  not  appointetl  on  the  board  if  other  com- 
petent employees  can  be  secured.  A  substitute  clerk  or  carrier  will  not  be 
appointed  on  the  board  in  any  capacity.  Owing  to  the  nature  of  the  duties  of 
letter  carriers,  it  is  desired  that  carriers  be  not  designated  as  secretaries  of 
boards.  It  is  the  practice  of  the  Post  Office  Department  to  pay  for  the  services 
of  substitute  carriers  who  perform  the  post-office  work  of  the  carrier  members 
of  boards  while  they  are  engaged  in  conducting  civil-service  examinations,  and 
it  is  therefore  advisable  to  have  one  carrier  on  the  board  as  a  member,  but  not 
more  than  one  carrier  should  be  placed  upon  any  board. 

(e)  A  person  who  is  not  an  employee  of  the  Federal  Government  should  not 
be  nominated  for  appointment  on  a  board  in  any  capacity. 

(d)  In  submitting  nominations  the  name  in  full  (first  name  and  middle 
initial),  age.  education,  date  of  appointment  in  ofiice.  prior  occupation,  position 
in  office,  salary,  and  politics  should  be  given. 

7.  When  a  local  board  member  is  separated  from  the  service,  the  district 
secretary  should  be  immediately  notified  by  the  local  board  in  order  that  steps 
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may  be  taken  to  fill  the  vacancy  on  the  board.  A  change  in  the  official  roster 
title  of  a  local  member  should  also  be  reported  to  the  district  secretary. 

8.  When  local  secretaries  expect  to  be  absent  from  the  office  for  an  extended 
period  they  should  advise  the  district  secretary  of  the  date  of  the  intended 
absence  and  its  probable  duration,  so  that  arrangements  may  be  made  to  have 
matters  arising  during  such  period  properly  attended  to,  without  delay  or  in- 
convenience, by  the  other  local  representatives. 

8(a).  With  a  view  to  avoiding  any  possible  criticism  of  the  commission  or  its 
representatives,  members  of  local  boards  who  desire  to  enter  civil-service  ex- 
aminations, or  whose  relatives  desire  to  enter  examinations,  should  so  notify 
the  district  secretary.  A  board  member  should  take  no  part  in  conducting  an 
examination  in  which  he  or  his  relative  is  a  competitor. 

9.  Requisition  for  the  necessary  records  and  blank  forms  for  the  use  of  local 
board  members  should  be  made  upon  the  district  secretary.  For  official  corre- 
spondence local  board  members  are  expected  to  use  the  stationery  furnished 
by  the  department  for  use  in  the  office  in  which  they  are  serving. 

10.  Local  members  do  not  correspond  with  the  commission,  but  receive  their 
instructions  from  and  address  their  correspondence  to  the  district  secretary,  un- 
less otherwise  directed  by  the  commi>ssion. 

APPLICATIONS  AND  ANNOUNCEMENTS  OF  EXAMINATIONS. 

11.  Announcements  of  examinations  are  sent  to  the  local  secretary  by  the 
district  secretary.  Local  board  members  should  assist,  whenever  necessary,  in 
the  distribution  of  application  forms  and  instructions  to  applicants.  The  dates 
for  issuing  and  receiving  applications,  as  indicated  in  the  announcement  of  ex- 
aminations and  the  instructions  to  applicants,  should  be  carefully  observed. 
Specific  information  should  be  given  that  all  applications  for  services  under 
the  district  system  must  be  filed  with  the  district  secretary. 

12.  The  district  secretary  is  authorized  to  announce  an  examination  when- 
ever eligibles  are  needed  for  local  services  within  his  district,  or  whenever  the 
number  of  eligibles  on  any  regular  register  is  considered  insufficient  to  meet  the 
probable  needs  of  the  service.  These  examinations  should  be  announced  so  as 
to  be  held  at  the  earliest  practicable  date.  Rural  carrier  examinations,  and 
examinations  for  post  offices  for  which  examinations  are  held  only  when 
eligibles  are  needed,  should  be  announced  for  the  second  and  fourth  Satur- 
days of  the  month.  Wherever  practicable,  only  two  weeks'  notice  will  be  given 
of  post-office  examinations.  At  least  four  weeks'  notice  will  be  given  of  rural 
carrier  examinations.  Notices  of  all  examinations  should  be  sent  to  the  Appli- 
cation Division  of  the  commission.  One  copy  of  the  announcement  of  each 
regularly  scheduled  examination  other  than  those  for  clerk-carrier  will  be  for- 
warded to  the  commission,  marked  "  Division  of  Appointments,  "  when  reference 
is  made  therein  to  an  existing  vacancy. 

13.  No  educational  examinations  are  to  be  announced  to  be  held  within  the 
period  between  December  15  and  January  3,  or  on  the  following-named  holi- 
days :  New  Tear's  Day,  Washington's  Birthday,  Decoration  Day,  Independence 
Day,  Labor  Day,  Thanksgiving  Day,  and  Christmas.  As  post-office  clerks  and 
city  carriers  are  prohibited  from  working  more  than  eight  hours  a  day.  except  in 
cases  of  emergency,  examinations  should  be  so  scheduled  that  the  board  mem- 
bers will  not  be  required  to  serve  more  than  eight  hours  in  any  one  day. 

14.  Local ,  secretaries  will  be  supplied  by  the  district  secretary  with  applica- 
tion forms  and  information  for  applicants  for  all  local  examinations  and,  when- 
ever necessary,  with  application  forms  for  general  examinations. 
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15.  Announcements  of  all  examiuatious  should  be  neatly  posted  in  a  con- 
spicuous place  iu  the  lobby  or  corridor  of  the  local  office  and  in  any  other  suit- 
able places  that  may  be  available.  After  an  examination  is  held  the  announce- 
ment should  be  taken  down.  Copies  should  also  be  furnished  to  representa- 
tives of  the  press,  with  a  request  to  call  attention  to  the  examinations  as  items 
of  news. 

16.  The  commission  has  no  fund  from  which  payment  can  be  made  for 
advertising. 

17.  All  persons  making  inquiry  concerning  examinations  should  be  treated 
with  uniform  courtesy  and  furnished  with  all  proper  information.  If  the  local 
board  is  unable  to  answer  an  inquiry,  the  inquirer  should  be  referred  to  the 
district  secretary  or  to  the  commission  at  Washington. 

IS.  Local  secretaries  are  warned  not  to  recognize  representatives  of  civil- 
service  schools  iu  any  other  manner  than  as  individual  applicants,  and  where- 
ever  practicable  their  inquiries  should  be  referred  directly  to  the  district  secre- 
tary or  to  the  commission  at  Washington. 

19.  Immediately  upon  the  receipt  of  an  application  by  the  district  secretary 
it  should  be  numbered  iu  exact  chronological  order,  recorded,  and  carefully  in- 
spected to  see  that  it  is  correctly  executed.  The  date  of  the  receipt  of  each 
application  should  be  stamped  thereon  as  soon  as  received,  and  in  cases  of  non- 
educational  and  unskilled-laborer  examinations  the  hour  and  minute  should 
also  be  indicated.  The  number  given  an  application  is  not  a  factor  in  de- 
termining the  relative  order  of  names  of  eligibles  on  registers  in  cases  where 
two  or  more  attain  the  same  average  in  an  examination,  but  the  date  of  re- 
ceipt, and  in  cases  of  noneducational  and  unskilled-laborer  examinations  the 
hour  and  minute,  sometimes  determines  the  eligible's  position  on  the  register. 
Each  application  which  shows  the  applicant  to  be  ineligible  for  examination 
should  be  canceled  at  once  and  placed  in  the  dead  liles  of  the  board,  the  appli- 
cant being  notified  of  the  action  taken  and  the  reason  therefor,  and  proper 
notation  being  made  in  the  record  of  applications  and  on  the  brief  of  the 
application. 

20.  An  application  for  an  educational  examination  which  is  not  in  complete 
form  when  received,  but  which  does  not  show  the  applicant  to  be  ineligible  for 
examination,  should  be  returned  for  correction,  the  applicant  being  allowed  to 
enter  the  examination  subject  to  the  subsequent  approval  of  the  application.  If 
when  the  application  is  returned  to  the  board  it  is  still  found  incorrect,  it  should 
be  again  returned  with  a  letter  calling  attention  to  the  defects  and  informing 
the  applicant  that  if  the  application  be  not  iu  complete  and  correct  form  when 
again  received  it  will  be  canceled.  When  next  received,  if  the  application  is 
still  defective,  it  should  be  canceled. 

I  21.  When  an  application  for  an  educational  examination  is  received  and  is 
found  to  be  correct  and  complete  in  every  particular,  an  admission  card  should 
be  sent  to  the  applicant,  and  the  application  should  be  approved,  the  district 
secretary  or  one  of  his  assistants  being  careful  to  fill  in,  with  ink,  the  blank 
spaces  on  the  outside  thereof.  The  entry  on  the  brief  of  the  application  show- 
ing date  of  receipt  in  complete  form  should  correspond  with  the  last  stamped 
date  of  receipt.  These  spaces  should  always  be  filled  iu  by  the  person  review- 
ing and  approving  the  application. 

22.  Specific  information  iu  regard  to  the  distribution  and  the  acceptance  of 
applications  will  be  found  in  the  instructions  to  applicants. 

23.  Announcements  of  noneducational  examinations  should  always  show  the 
date  of  the  close  of  the  receipt  of  applications,  and  applications  should  be  re- 
ceived up  to  and  including  that  date  only.    In  cases  where  applications  for 


such  examinations  are  I'eceived  on  the  closing  date  or  prior  thereto,  but  are  re- 
turned for  correction,  the  applicant  should  be  given  10  days  in  which  to  com- 
Ijlete  his  application. 

24.  In  cases  of  applications  filed  for  noneducational  examinations,  the  follow- 
ing action  should  be  taken:  Upon  receipt  of  the  application.  Form  1449  (confi- 
dential voucher)  should  be  sent  to  each  of  the  five  references  named  by  the 
applicant  in  Form  ISOO :  and,  when  necessary  to  arrive  at  an  accurate  estimate 
of  the  value  of  an  applicant's  experience  and  fitness,  the  district  secretary  should 
supplement  such  iuquirj'  by  letters  addressed  to  former  employers  or  others 
who,  as  indicated  by  the  papers,  are  competent  witnesses  as  to  the  applicant's 
training  or  experience.  All  such  correspondence  must  be  filed  with  the  appli- 
cant's papers.  For  the  maximum  ratings  provided  by  the  schedules  of  ratings, 
at  least  two  competent  and  favorable  vouchers  must  be  furnished,  other  than 
those  attached  to  the  application.  In  the  case  of  quarterly  examinations,  if  no 
competent  and  favorable  vouchers  are  furnished  by  the  beginning  of  the  quar- 
ter, the  application  will  be  rejected.  For  specially  announced  examinations, 
two  weeks  will  be  allowed  for  the  filing  of  confidential  vouchers. 

^'ouchers  furnished  by  any  of  tlie  following  shnll  be  considered  competent: 

(a)  An  ofHcer  or  member  of  the  firm  or  corporation  by  which  the  applicant 
has  been  employed. 

(6)  A  foreman,  overseer,  superintendent,  or  instructor  under  whom  the  ap- 
plicant has  been  employed. 

(c)  A  fellow  workman. 

(d)  Any  person  engaged  in  the  same  trade  or  occupation;  that  is,  an  engi- 
neer is  competent  to  vouch  for  another  engineer  or  a  fireman,  but  a  shoemaker 
or  blacksmith  is  not  cnmjietent  to  vouch  for  a  carpenter  unless  he  has  employed 
him  as  such.    Any  employer  is  a  competent  voucher. 

In  any  case,  vouchers  must  have  knowledge  of  the  applicant's  work  ;  otherwise, 
they  must  be  considered  as  incompetent. 

25.  If  one  or  more  unfavorable  vouchers  are  furnished,  the  district  secretary 
will  make  sufficient  further  inquiry  to  determine  whether  the  applicant  is  fit 
for  the  position  sought,  and  whether,  accordingly,  his  application  shall  be  ap- 
proved or  disapproved. 

26.  The  replies  from  the  references  should  be  treated  as  confidential,  and  ap- 
plicants should  not  be  given  the  names  of  the  persons  who  do  or  do  not  respond, 
or  who  respond  unfavorably  to  the  applicant. 

27.  Form  1866,  "  Instructions  to  Boards  of  Examiners,  Engineer  Department 
at  large,"  contains  information  relative  to  communicating  with  references  in 
connection  with  applications  for  positions  peculiar  to  the  Engineer  Department 
at  large. 

28.  Form  1004,  "  Instructions  to  Boards  of  Examiners,  Ordnance  Department 
at  large,"  contains  information  relative  to  communicating  with  references  in 
connection  with  applications  for  positions  peculiar  to  the  Ordnance  Department 
at  large. 

REVIEWING  APPLICATIONS. 

29.  In  reviewing  applications  special  care  should  be  taken  to  see: 

{«)  That  all  questions  are  answered  fully  in  inli  and  in  the  handwriting  of 
the  person  answering  the  questions,  unless  the  regulations  specifically  provide 
that  the  applications  or  vouchers  need  not  be  in  the  handwriting  of  the 
signer.  Applications  for  trades  positions  and  others  requiring  experience 
should  give  full  and  specific  information  in  regard  to  the  expeiience  of  the 
applicant. 

{!))  That  citizenship  is  fully  established. 
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All  applicants  must  make  oatli  in  their  applications  to  their  United  States 
citizenship  or  allegiance.  In  the  case  of  foreign-born  citizens  proof  of  citizen- 
ship must  be  furnished.  If  naturalized,  a  certificate  of  naturalization  must  ac- 
company the  application. 

A  foreign-born  person  who  claims  that  his  parents  were  citizens  of  the  United 
States  at  the  time  of  his  birth  must  furnish  the  sworn  statements  of  at  least  two 
disinterested  persons  that  his  parents  were  United  Sates  citizens  at  the  time  of 
the  applicant's  birth,  and  did  not  previously,  then,  or  at  any  subsequent  time 
renounce  or  legally  declare  their  intention  of  -  renouncing  their  United  States 
citizenship,  and  that  tlie  applicant  is  the  reputed  child  of  the  persons  through 
whom  he  claims  citizenship. 

A  foreign-born  citizen  who  is  naturalized  through  the  naturalization  of  his 
father  or  his  mother  while  he  was  a  minor  must  furnish  the  parent's  certificate 
of  naturalization  and  the  sworn  statements  of  two  disinterested  persons  to  prove 
his  identity  as  the  child  of  the  one  whose  certificate  is  furnished.  If  this  evi- 
dence can  not  be  furnished,  the  applicant's  own  naturalization  certificate  will 
be  required. 

A  woman  who  claims  naturalization  through  marriage  to  a  citizen  of  the 
United  States  must  furnish  evidence  of  the  husband's  citizenship  (his  certificate 
being  required  if  he  is  a  naturalized  citizen)  and  evidence  of  her  marriage  to 
him. 

An  application  from  a  foreign-born  person  claiming  citizenship  but  failing  to 
furnish  the  required  proof  will  be  canceled.  A  declaration  of  intention  to  be- 
come a  citizen  will  not  be  accepted  in  lieu  of  a  certificate  of  naturalization.  If 
the  original  naturalization  papers  are  lost  a  copy  should  be  procured  from  the 
court  that  issued  them,  or  if  the  records  of  the  court  are  destroyed  a  new 
certificate  should  be  furnished. 

When  an  applicant  claims  citizenship  through  his  own  naturalization  or  that 
of  his  parent,  and  submits  a  certificate  of  naturalization  with  his  application, 
notation  must  be  made  by  the  secretary  in  the  form  on  the  back  of  the  applica- 
tion, giving,  as  shown  by  the  naturalizataou  certificate,  the  name  of  the  person 
naturalized,  the  date  of  naturalization,  the  court  issuing  the  certificate,  and  the 
date  the  certificate  is  returned  to  the  applicant.  Proof  of  identity  should  be  re- 
quired in  case  the  name  in  the  naturalization  certificate  differs  in  any  way 
from  that  given  by  the  applicant.  Affidavits  submitted  as  proof  of  identity  or 
proof  of  relationship  should  not  be  returned  to  the  applicant,  but  should  be  at- 
tached to  the  application. 

Whenever  a  person  has  filed  proof  of  citizenship  in  connection  with  an  ap- 
plication it  is  not  necessary  to  file  such  proof  with  a  subsequent  application,  but 
he  should  state  in  such  application  the  kind,  date,  and  place  of  examination  in 
connection  with  which  he  has  furnished  proof  of  citizenship. 

(c)  That  applicants  are  within  the  prescribed  age  limits  as  given  in  the  in- 
structions to  applicants  and  the  announcements  of  the  examinations. 

An  application  for  eligibility  on  a  common  register  will  be  received  where 
for  any  of  the  services  interested  the  applicant  is  within  the  age  limits,  and 
certification  from  the  common  register  will  be  issued  according  to  the  age  limits 
prescribed  for  the  specific  branch  of  the  service  for  which  certification  is  made. 

(c?)  That  bona  fide  residence,  in  applications  requiring  such  information,  is 
shown  to  date  of  oath  to  application. 

Every  applicant  must  make  oath  in  his  application  to  the  place  of  his  bona 
fide  residence,  which  must  be  shown  continuously  to  the  exact  date  of  applica- 
tion. Bona  fide  residence  does  not  require  continuous  bodily  presence,  but  re- 
fers to  the  place  at  which  the  applicant,  if  a  voter,  is  legally  entitled  to  exercise 
the  right  of  suffrage. 

A  married  woman  can  have  no  other  bona  fide  residence  than  that  of  her 
husband. 

A  woman  separated  from  her  husband  may.  for  the  purpose  of  filing  an  ap- 
plication for  examination,  claim  bona  fide  residence  other  than  that  of  her  hus- 
band, but  she  must  furnish  a  sworn  statement  on  Form  1643  of  the  facts  on 
which  her  claim  to  a  separate  bona  fide  residence  is  based.  Bona  fide  residence 
is  a  question  of  fact,  and  the  commission  can  not  determine  for  any  applicant 
what  his  or  her  bona  fide  residence  is,  but  will  decide  in  each  case  whether  the 
evidence  presented  establishes  the  claim. 
19296°— 14  2 


10 


Tlie  bona  fide  residence  of  minors  is  the  same  as  that  of  the  parents  or 
guardians. 

(c)  That  uo  application  is  approved  from  a  person — 

Who  is  not  a  citizen  of  or  does  not  owe  allegiance  to  the  United  States. 

Who,  on  the  date  of  the  examination,  is  imder  the  minimum  or  over  the  maxi- 
mum age  limitation  pre.scribed. 

Who  is  addicted  to  the  habitual  use  of  intoxicating  beverages  to  excess,  or 
lo  the  use  of  opium,  morphine,  or  other  narcotics. 

A\'ho  has,  within  approximately  one  year,  passed  the  same  examination  for 
wliich  he  again  desires  to  apply.  This  restriction  shall  not  apply  to  persons 
who.  having  talven  one  annual  examination,  desire  to  talce  tlie  next  annual 
examination,  although  a  full  year  may  not  ha\e  elapsed;  nor  shall  it  apply 
to  persons  who  have  been  examined  for  the  Departmental,  Isthmian  Canal,  or 
Philippine  Service  and  desire  to  be  examined  for  the  Field  Service. 

Who  is  enlisted  in  the  Ignited  States  Army  or  Navy  and  has  not  secured  per- 
)iiission  for  his  examination  from  the  Secretary  of  War  or  the  Secretary  of  the 
Navy,  respectively.  (Allow  applicant  to  enter  examination  subject  to  furnish- 
inri  such  permission.  If  not  subsequently  furnished,  application  should  be 
canceled.) 

Who  has  ))een  dismissed  from  the  public  service  for  delinquency  or  miscon- 
duct within  one  year  preceding  the  date  of  his  application.    (See  par.  30.) 

Who  has  failed  after  prob.ition  to  receive  absolute  appointment  to  the  posi- 
tion for  which  he  again  applies  within  one  year  from  the  date  of  the  expiration 
of  his  prol)ationary  service. 

AVho  has  made  a  false  statement  in,  his  application,  or  has  been  guilty  of 
fraud  or  deceit  in  any  manner  connected  with  his  application  or  examination, 
or  has  been  guilty  of  any  crime  or  infamous  or  notoriously  disgraceful  conduct. 
( Refer  applicdfio}!  to  the  eoinmission  for  decision.)    (See  clause  /,  this  section.) 

Who  has  been  dishonorably  discharged  from  the  military  or  naval  service  of 
the  United  States. 

Who  has  any  of  the  following  physical  defects:  Insanity;  tuberculosis; 
paralysis;  epilepsy:  blindness;  loss  of  both  arms  or  both  legs;  loss  of  arm  and 
leg;  l)adly  crippled  or  deformed  liands,  arms,  feet,  or  legs;  uncompensatetl 
valvular  disease  of  the  heart;  locomotor  ataxia;  cancer;  Bright's  disease;  dia- 
betes. Other  physical  defects  may  debar  persons  from  certain  examinations 
when  in  the  judgment  of  the  commission  such  defects  would  render  them  unfit 
to  perform  the  duties  of  the  position  for  which  the  examination  is  held. 

Who  has  been  debarred  from  examination  by  the  commission. 

(/)  That  a  person  whose  application  shows  that  he  has  been  indicted  for  or 
convicted  of  any  crime  or  misdemeanor  furnishes  with  his  application  an  ab- 
stract from  the  court  proceedings  sufficient  to  show  the  essential  action  taken, 
and  also  furnishes  a  statement  from  the  trial  judge  or  other  court  officer  show- 
ing the  surrounding  circumstances  and  evidence  of  such  person's  moral  chai'- 
acter  and  reputation.  When  records  are  destroyed,  the  applicant  must  furnish 
a  certificate  from  the  proper  court  showing  the  fact.  (//  the  offense  is  a  minor 
one.  and  does  not  reflect  upon  the  character  of  the  applicant,  the  application 
should  be  accepted.  If  it  inrolrcs  moral  turpitude  in  any  degree,  the  case 
■should  be  referred  to  the  commission  for  decision.) 

( !/ )  That  applicants  fully  meet  the  physical  requirements  of  the  service  which 
they  desire  to  enter.  (In  cases  of  doubt  regarding  physical  qualifications,  the 
application  should  he  referred  to  the  commission.) 

(h)  That  the  application  is  not  dated,  nor  the  jurat  or  vouchers  executed, 
more  than  six  months  prior  to  its  receipt  by  tlie  district  secretary.  (An  applica- 
tion which  is  dated  more  than  six  months  prior  to  its  receipt  should  be  mnceled, 
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and  the  applicant  should  he  furnished  with  a  new  Manic  and  allowed  to  file  a 
new  application.) 

(i)  Tbat  the  signature  of  tlie  officer  making  the  jurat  is  authenticated  by  offi- 
cial (impression)  seal. 

(j)  That  the  vouchers  are  executed  in  accordance  with  the  directions  printed 
on  the  application  form. 

(k)  That  the  brief  on  the  face  of  the  application  showing  the  age.  education, 
date  originally  presented,  date  filed  in  complete  form  (which  should  be  date  on 
which  last  received),  etc.,  is  filled  in  by  the  person  examining  the  application. 

30.  All  cases  in  which  it  is  shown  that  the  applicant  has  been  separated  from 
the  service  within  the  past  year  by  resignation,  or  within  the  same  period  by 
discharge  for  reasons  other  than  for  delinquency  or  misconduct,  should  be  re- 
ferred to  the  connnission  for  verification.  An  application  which  shows  that  the 
applicant  has  been  discharged  within  the  year  for  delinquency  or  misconduct 
should  be  canceled.  (See  par.  29  (e).)  Applications  which  show  discharge  for 
any  reason  more  than  one  year  previous  to  the  date  of  the  application  should  be 
referred  to  the  commission.  If  the  application  shows  separation  by  resignation 
more  than  one  year  previous  it  may  be  accepted  if  the  applicant  is  otherwise 
eligible. 

31.  Report  should  be  made  to  the  commission  on  the  prescribed  form  of  all 
cases  where  applicants  claim  to  have  been  discharged  from  the  militjuy  or 
naval  service  on  account  of  disability  resulting  from  wounds  received  or  sick- 
ness incurred  in  the  service  and  in  the  line  of  duty.  To  be  entitled  to  preference 
under  section  1754,  Revised  Statutes,  a  person  must  have  been  disabled  by 
wounds  received  or  sickness  incurred  in  the  line  of  duty,  and  discharged  be- 
cause of  such  disability.  When  ;in  applicant  claims  preference,  a  statement  of 
his  service,  giving  the  company  and  regiment  or  vessel  and  dates  of  enlistment 
and  discharge,  should  be  sent  to  the  commission  at  once,  in  order  that  the  claim 
may  be  verified  from  the  records  of  the  proper  department.  The  words  "  pref- 
erence being  investigated"  should  be  stamped  or  written  on  the  briefs  of  all 
such  applications. 

District  secretaries  have  authority  to  pass  upon  preference  claims  where  they 
have  received  reports  from  the  commission  covering  the  same  cases. 

FORWARDING    APPLICATIONS — REPORTS    OF    NUMBER    OF    APPLICANTS — EXAMINATION 
•     ■    ■     !;      ,     ,  ROOMS. 

32.  Applications  receive<l  for  an  examination  should  not  be  forwarded  to  tlie 
commission,  unless  otherwise  ordered,  until  the  examination  has  been  held,  and 
then  only  the  applications  of  those  persons  who  were  examined.  When  all  the 
applicants  for  a  particular  examination  can  not  be  examined  on  one  day,  each 
day's  applications  should  be  sent  in  a  separate  package,  each  application  show- 
ing the  date  of  examination,  and  the  package  marked  to  show  the  kind,  place, 
and  date  of  examination  and  number  of  applications.  The  applications  of  those 
persons  who  failed  to  appear  for  examination  should  be  canceled  and  retained 
by  the  district  secretary. 

33.  The  applications  for  all  educational  examinations  for  district  services 
must  be  forwarded  to  the  commission  by  the  district  secretary  as  soon  as  prac- 
ticable after  the  names  of  persons  examined  have  been  ascertained.  If  for  any 
reason  it  is  necessary  to  retain  any  applications,  or  any  have  been  returned  for 
correction  and  have  not  been  received  by  the  district  secretary  up  to  the  time 
of  forwarding  the  other  applications  to  the  commission,  then  a  slip.  Form  1406. 
showing  the  applicant's  name,  the  kind,  place,  and  date  of  examination,  and 
the  reason  for  retaining  the  application,  should  be  put  in  the  bundle  in  the  place 
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of  eaoli  such  application.  All  applications  of  persons  examined  which  have  been 
retained  or  returned  for  correction  should  be  forwarded  to  the  commission  as 
soon  as  completed. 

34.  Report  of  the  number  of  applications  filed  for  any  examination  should 
always  be  sent  to  the  commission  by  mail  unles.s  specific  directions  to  the 
contrary  are  received.  If  no  applications  are  filed,  report  to  that  effect  should 
be  made. 

35.  Boards  should  use  the  telegraph  only  in  urgent  cases  or  when  directed  by 
the  commission  to  do  so.  Telegrams  should  be  sent  "  Collect,  Government  rate," 
and  should  be  made  as  brief  as  iiossible.  In  leporting  to  the  commission  the 
lumiber  of  applications  filed,  the  following  form  should  be  used:  "Civil  Service 
Commission,  Washington.  D.  C. :  Smithville.  Post  Ofiice.  Ten.  Brown."  The 
surname  only  of  the  person  sending  the  telegram  should  be  signed,  as  indicated 
in  the  form.  Where  more  than  one  kind  of  examination  is  to  be  held  on  a  given 
date  report  should  be  made  of  the  number  of  applicants  for  each  kind. 

36.  Section  3  of  tlie  civil-service  act  provides  that  "  nominating  and  appoint- 
ing officers  and  custodians  of  Federal  buildings  at  the  places  where  examinations 
are  to  be  held  shall,  for  the  purpose  of  such  examinations,  permit  and  arrange 
for  the  use  of  suitable  rooms  under  their  charge,  and  for  heating,  lighting,  and 
ventilating  the  same."  Necessary  arrangements  should  therefore  be  made  for 
a  suitalile  room  in  which  examinations  may  be  held,  with  the  necessary  con- 
veniences; but  if  such  room  is  not  available  in  the  Federal  or  post-offlce  build- 
ing, a  schoolroom,  council  chamber,  or  other  public  meeting  room  may  be  ob- 
tained. As  the  commission's  appropriation  for  examination  purposes  is  limited, 
effort  should  be  made  to  obtain  accommodations  for  examinations  without  ex- 
pense. No  expense  should  be  Incurred  without  flrf;t  receiving  authority  of  the 
commission  whenever  possible. 

37.  Great  care  should  be  taken  to  provide  ample  table  or  desk  space  so  that 
competitors  may  be  seated  far  enough  apart  to  prevent  the  improper  observa- 
tion of  one  another's  work.  It  is  necessary  that  all  examinations  be  so  con- 
ducted as  to  secure  the  perfect  fairness  and  absolute  integrity  of  the  work,  and 
every  possible  arrangement  should  be  made  to  this  end. 

38.  At  each  examination  there  should  be  at  least  one  board  member  in  con- 
stant attendance,  who  should  have  the  assistance  of  such  additional  members 
as  may  be  needed  to  properly  supervise  the  examination.  Small  examinations 
usually  do  not  require  the  constant  attendance  of  more  than  one  examiner,  who 
should,  however,  give  the  work  cai-eful  supervision  and  see  that  no  fraud  or 
collusion  occurs.  Examiners  are  held  responsible  for  the  proper  conduct  of  such 
examinations  as  they  may  attend. 

CIVIL-SERVICE  ACT.  RULES.  AND  EXECUTIVE  ORDERS. 

39.  The  attention  of  nominating  and  appointing  officers  and  the  local  boards 
of  examiners  is  called  to  the  civil-service  act,  rules,  and  Executive  orders  and 
to  statutes  affecting  the  classified  service.  Information  upon  these  subjects  is 
given  in  a  publication  of  the  commission,  which  should  be  kept  at  hand  for 
reference. 

PARTISAN  ACTIVITY  OF  BOARDS  OF  EXAMINERS. 

40.  Section  1  of  Civil-Service  Rule  I  provides: 

No  person  in  the  executive  civil  .service  shall  use  his  official  authority  or  in- 
fluence for  the  purpose  of  interfering  with  an  election  or  affecting  the  result 
thereof.    Persons  who  by  the  provisions  of  these  rules  are  in  the  comijetitive 
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classified  service,  while  retaining  the  right  to  vote  as  they  please  and  to  express 
privately  their  opinions  on  all  political  subjects,  shall  take  no  active  part  in 
political  management  or  in  political  campaigns. 

Form  1236,  "  Information  concerning  political  assessments  and  partisan 
activity  of  officeholders  "  may  be  obtained  from  the  district  secretary. 

ALLOWANCES  FOR  TRAVELING  EXPENSES. 

41.  Before  incurring  any  expense  for  traveling  upon  the  business  of  the  com- 
mission an  employee  or  member  of  a  district  or  local  board  must  be  furnished 
vfith  specific  written  authority  to  perform  the  particular  journey  to  which  such 
expense  relates,  which  authority  must  be  issued  by  the  commission. 

42.  In  cases  of  exigency  requiring  immediate  action,  and  when  the  condition 
of  the  public  business  renders  it  desirable,  a  district  secretary  may  visit  any 
point  in  his  own  district  without  previous  written  authority.  In  such  cases, 
however,  an  immediate  report  must  be  made  to  the  commission  stating  the 
reasons  for  the  journey  and  the  probable  expense  involved. 

43.  A  district  secretary  may  issue  to  a  member  of  any  board  of  examiners 
under  his  direction  a  letter  of  authority  covering  any  journey  which  may  be 
imperajively  necessary  for  the  prompt  transaction  of  the  public  business.  In 
such  cases  an  immediate  report  must  be  made  to  the  commission  setting  forth 
all  the  facts  and  the  probable  expense  involved. 

ADDITIONAL  INFORMATION.  • 

44.  In  any  case  where  additional  information  is  desired  local  secretaries  are 
requested  to  write  to  the  district  secretary. 

INSTRUCTION  OF  APPLICANTS  FOR  CIVIL-SERVICE  EXAMINATIONS. 

45.  Executive  order,  October  13,  1905 : 

No  officer  or  employee  of  the  Government  shall,  directly  or  indirectly,  in- 
struct or  be  concerned  in  any  manner  in  the  instruction  of  any  person  or  classes 
of  persons  with  a  view  to  their  speci;il  preparation  for  the  examinations  of  the 
United  States  Civil  Service  Commission. 

The  fact  that  any  officer  or  employee  is  found  so  engaged  shall  be  considered 
sufficient  cause  for  his  remo^•al  from  the  service. 

METHOD  OF  CONDUCTING  EXAMINATIONS. 

46.  In  all  examinations,  whether  for  services  under  the  district  system  and 
for  which  applications  are  filed  with  the  district  secretary,  or  for  services  for 
which  applications  are  filed  with  the  commission  at  Washington,  boards  of 
examiners  are  instructed  to  admit  to  examination  persons  who  report  before  the 
examination  heginft,  whether  they  present  authority  to  enter  the  examination  or 
not,  provided  there  are  sufficient  papers.  Those  who  present  authority  in  the 
form  of  an  admission  card,  letter,  or  telegram  should,  of  course,  be  first  pro- 
vided for.  The  exammer  should  exercise  discretion  in  admitting  persons  who 
do  not  present  authority  to  enter  the  examination,  and  should  exclude  all 
persons  who  are  clearly  ineligible  for  examination  under  the  conditions  as 
shown  in  the  printed  announcement  of  the  examination,  the  Manual  of  Examina- 
tions (Form  302),  or  the  Instructions  to  Applicants  (Form  1372).  In  case  of 
doubt  as  to  eligibility,  the  person  should  be  admitted. 

All  persons  admitted  to  examination  who  do  not  present  authority  to  enter 
the  examination  should  be  required  to  sign  a  card  (Form  2081),  with  which 
local  secretaries  vvill  be  supplied  by  the  district  secretary,  and  which  contains 
an  agreement  that  the  competitor  accepts  the  condition  that  his  examination  is 
taken  subject  to  the  subsequent  approval  of  his  application  by  the  commission. 
The  signed  cards  will  be  forwarded  to  the  district  secretary  with  the  admission 
cards  in  the  case  of  an  examination  for  a  local  service  and  for  which  the  admis- 
sion cards  wex-e  issued  by  the  district  secretary ;  in  all  other  examinations  the 
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signed  cards  will  be  forwarded  to  the  commission  at  Washington  with  the 
examination  papers.  A  competitor  so  examined  should  be  supplied  with  the 
proper  application  form  by  the  examiner  and  instructed  to  file  his  application 
at  once  if  he  has  not  already  done  so,  with  the  district  secretary  if  the  exami- 
nation is  for  a  position  under  the  district  system,  or  with  the  commission  at 
Washington  if  for  a  position  not  under  the  district  system. 

When  the  class  is  sufficiently  large  to  require  two  or  more  days  to  examine 
the  competitors  in  an  examination  which  requires' only  one  day  for  each  com- 
petitor, persons  reporting  without  authority  to  enter  the  examination  should 
be  admittetl  on  the  first  day  only,  and  then  only  in  case  they  report  before  the 
examination  begins;  provided,  that  in  case  there  should  be  not  sufficient  ex- 
amination questions  for  the  first  day's  examination  persons  who  report  before 
the  examination  begins  on  the  first  day  may  be  examined  on  subsequent  days. 

An  applicant  for  examination  ioho  Jias  received  an  admission  card  or  other 
form  of  authority  to  enter  the  examination  and  who  arrives  within  a  reasonable 
time  after  the  examination  is  started  may  be  admitted,  pro^'ided  he  makes  a 
satisfactory  explanation  for  being  late  and  no  competitor  has  left  the  examina- 
tion room  after  completing  a  part  or  the  whole  of  the  examination. 

In  mailing  requisition  for  the  shipment  of  examination  questions  for  examina- 
tions for  positions  under  the  district  system  the  district  secretary  will  make 
ample  provision,  by  ordering  extra  sets  of  questions,  for  the  examination  of 
persons  who  appear  for  examination  without  first  having  filed  their  applications. 

Letters  and  telegrams  from  the  commission  or  the  district  secretary  authoriz- 
ing persons  to  enter  examinations  should  be  treated  as  admission  cards  and 
sent  forward  with  the  cards. 

47.  The  examination  papers  will  be  shipped  so  as  to  reach  the  place  of  exami- 
nation on  the  evening  before  or  the  morning  of  the  examination.  The  package 
containing  them  should  be  carefully  kept  under  lock  with  the  seal  unbroken 
until  the  commencement  of  the  examination.  Each  package  should  be  inspected 
as  soon  as  received  to  see  that  the  seals  have  not  been  broken.  If  the  examiner 
is  satisfied  that  a  package  was  opeqed  and  the  pa]iers  exposed  to  view,  he 
should  not  hold  the  examination,  but  should  inform  the  class  that  the  examina- 
tion will  be  postponed.  The  package  should  be  returned  to  the  commission  in 
the  condition  in  which  it  was  received,  with  a  full  report  of  all  the  facts  that 
can  be  ascertained. 

48.  In  all  examinations  in  which  there  are  height  and  weight  requirements  the 
examiner  should  reject  any  persons  who  are  under  the  required  height.  Persons 
who  do  not  exceed  the  required  height  by  2  inches  should  be  measured  in  stocking 
feet.  In  every  case  where  an  applicant  is  found  to  be  under  height,  the  exam- 
iner should  report  the  name,  exact  height,  and  all  the  facts  to  the  district  secre- 
tarj-  or  the  commission.  Persons  who  are  under  weight  should  be  examined 
conditionally  and  report  should  be  made  to  the  commission,  or  in  case  of  exami- 
nation for  district  services  to  the  district  secretary,  of  all  such  cases.  Except 
applicants  for  the  Post  OfHce  Service  persons  who  are  under  weight  at  the  time 
of  examination  will  be  required  to  be  reweighed  within  30  days,  and  if  found 
to  be  still  under  weight  their  examinations  will  be  canceled.  (See  par.  97.) 
When  a  competitor  is  required  to  be  reweighed  the  weighing  must  take  place 
in  the  presence  of  a  representative  of  the  commission.  Special  report  should 
be  made  to  the  commission  or  the  district  secretary  of  cases  where  the  com- 
petitor has  apparent  physical  defects  which  might  affect  the  value  of  his 
services. 

49.  The  examiner  should  collect  the  admission  cards  of  those  under  height  or 
under  weight  and  forward  the  cards  to  the  commission  or  the  district  secretary 
with  a  full  report  showing  the  exact  height  and  weight,  making  a  separate 
report  in  each  case.  .    .  .      ^ .- 
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50.  After  the  class  is  assembled,  which  should  be  not  later  than  9  a.  m..  unless 
authority  to  the  contrary  is  given,  its  attention  should  be  invited  to  the  wrapped 
and  sealed  package.  The  package  should  then  be  opened  in  the  presence  of  the 
class  and  the  examination  sheets  counted  to  ascertain  if  they  agree  with  the 
report  inclosed  therewith.  A  footnote  should  be  made  on  the  report  calling 
attention  to  any  discrepancy.  The  class  should  be  informed  that  no  helps  of 
any  kind  will  be  permitted  during  the  examination,  and  that  no  communication 
with  one  another  will  be  allowed.  Any  written  or  printed  matter  in  the  posses- 
sion of  any  competitor  which  might  be  of  assistance  to  him  in  the  ex:nnination 
should  be  turned  over  to  the  examiner  until  after  the  close  of  the  examination. 
If  any  competitor  is  detec-ted  using  maps,  books,  or  any  other  helps,  he  should 
not  be  excused  from  the  examination  room.  A  full  report  of  the  facts  should 
be  made  to  the  commission,  and  the  report,  together  with  the  helps  which  were 
used  or  attempted  to  be  used,  should  be  attached  to  the  sheet  on  which  the 
competitor  was  at  that  time  engaged.  No  competitor  will  be  allowed  to  leave 
the  room  unaccompanied  b.y  an  examiner  while  at  work  on  any  sheet.  Time 
spent  out  of  the  room  will  be  considered  a  part  of  the  time  allowed  for  the 
examination.  No  competitor  will  be  allowed  to  go  to  lunch  during  an  exami- 
nation requiring  five  hours  or  less. 

The  use  of  aids,  such  as  handbooks,  logarithmic  tables,  slide  rules,  etc.. 
will  only  be  permitted  when  so  specified  ou  the  examination  sheet. 

Wail  maps  should  be  removed  before  work  begins  in  all  examinations  which 
include  the  subject  of  geography. 

51.  After  the  foregoing  has  been  explained  to  the  class,  each  competitor 
should  be  furnished  with  a  preliminary  sheet  and  a  declaration  sheet,  with  in- 
structions to  enter  the  number  which  appears  in  the  upper  right-hand  corner  of 
the  declaration  sheet  with  ink  in  the  space  provided  in  the  corresponding  corner 
of  the  preliminary  sheet;  to  fill  the  remaining  blanks  at  the  top  of  the  prelimi- 
nary sheet;  to  answer  all  the  questions  in  the  declaration  sheet,  and  to  date  and 
sign  the  declaration  sheet.  The  class  should  then  be  directed  to  read  carefully 
the  instructions  ou  the  preliminary  sheet,  and  while  so  engaged  the  declaration 
sheets  and  admission  cards  should  be  collected  by  a  member  of  the  board,  who 
should  compare  the  number  on  the  declaration  sheet  with  that  on  the  prelimi- 
nai'y  sheet  in  each  case  when  the  declaration  sheet  is  taken  up.  The  declaration 
sheets  should  then  be  arranged  in  order,  with  the  smallest  number  on  top,  and 
be  placed  in  the  envelope  provided,  which  should  be  sealed  by  the  examiner. 
The  blanks  on  the  envelope  should  then  be  filled  in  by  the  examiner. 

When  several  examinations  are  held  together  those  requiring  the  longest  time 
should  be  started  first  and  then  those  requiring  less  time,  in  order  of  length 
as  nearly  as  possible. 

52.  The  next  step  is  to  furnish  each  competitor  with  sheet  1,  usually  spelling, 
with  instructions  to  enter  his  examination  number  in  the  upper  right-hand 
corner  and  to  fill  the  other  blanks  at  the  top  of  the  sheet,  except  that  the  time 
should  not  be  entered  until  dictated  to  the  whole  class.  The  attention  of  the 
class  should  then  be  called  to  the  fact  that  in  the  spelling  exercise  each  word 
will  be  pronounced  by  the  examiner,  the  definition  given,  and  the  word  pro- 
nounced again;  and  that  they  should  write  each  word  without  the  definition  in 
the  proper  space  ou  the  sheet.  No  word  should  be  pronounced  more  than  twice, 
lualess  some  noise  or  other  interruption  prevents  some  of  the  competitors  from 
clearly  understanding  it.  After  a  word  has  been  finished  and  the  examiner 
has  gone  to  the  next  word,  he  should  not  go  back  and  pronounce  any  of  the 
words  previously  given.  Competitors  should  be  cautioned  not  to  repeat  a  word 
after  the  examiner.  The  time  for  commencing  and  finishing  this  exercise  should 
be  given  to  the  entire  class  by  the  examiner  who  dictates  the  spelling.  No  cor- 
rections should  be  permitted  after  the  conclusion  of  the  dictation.    As  soon 
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as  the  time  of  closing  has  been  entered  the  sheets  should  be  collected  and  ar- 
ranged in  numerical  order,  with  the  lowest  number  on  top. 

In  giving  the  spelling  dictations,  care  should  be  taken  to  see  that  all  com- 
petitors who  are  to  take  first-grade  spelling  are  given  that  test  at  the  same  time, 
those  receiving  second  grade  at  another  time,  and  those  who  take  third  grade  at 
still  another. 

Commencing  with  sheet  No.  2.  the  other  sheets  should  be  given  out  (in  regu- 
lar order,  one  sheet  at  a  time)  with  instructions  to  fill  in  the  blanks  on  the 
sheet,  do  the  work  thereon,  hand  the  sheet  in,  and  receive  the  next,  and  so  on 
until  the  examination  is  completed.  The  time  of  commencing  and  finishing 
work  on  all  sheets  should  be  entered  by  the  competitor,  unless  directions  to  the 
contrary  appear  on  the  sheet.  Care  should  be  taken  to  see  that  the  examination 
nimiber  and  the  time  of  commencing  and  finishing  are  entered  on  each  slieet. 
No  competitor  should  be  allowed  to  handle  or  review  his  examination  paper 
after  the  sheets  have  been  completed  and  handed  to  the  examiner. 

Competitors  ai'e  not  to  be  given  more  than  one  sheet  of  the  same  kind  in  an 
examination  unless  through  defective  printing,  or  accident  not  the  fault  of  the 
competitor,  the  sheet  is  damaged.  The  damaged  papers  should  be  marked 
"  Void  "  and  be  returned  in  connection  with  the  unused  papers. 

53.  Particular  attention  is  called  to  the  address-reading  sheet  in  the  clerk  and 
carrier  and  the  rural  carrier  examinations.  This  test  is  to  be  given  to  the 
entire  class  at  the  same  time,  immediately  after  the  spelling.  Sheet  5  is  a  folder, 
one  page  containing  printed  addresses  with  errors,  and  the  other  page  a  photo- 
lithograiihed  copy  of  the  correct  names  and  addresses.  This  sheet  should  be 
issued  to  all  the  competitors  at  the  same  time,  with  the  printed  side  up  and  the 
photolithographed  side  down,  care  being  taken  to  see  that  the  competitors  do 
not  start  comparing  before  the  examiner  is  ready.  Each  competitor  should  be 
required  to  note  the  place,  date,  and  examination  number  in  the  blank  spaces 
at  the  top  of  this  sheet.  Sufficient  time  should  be  allowed  for  the  class  to 
read  the  instructions  "  to  the  competitor,"  then  the  examiner  should  read  them 
to  the  class,  explaining  as  fully  as  may  be  necessary  anything  therein  that  is 
not  understood  by  the  competitors.  The  class  should  be  informed  that  the  time 
for  this  test  is  liniited  to  10  minutes,  but  that  si^eed  is  not  considered  in  rating 
this  subject,  and  that  no  credit  will  be  gained  by  completing  the  work  in  less 
than  10  minutes.  Competitors  should,  however,  be  careful  to  complete  the  test 
in  the  time  allowed,  as  a  deduction  will  be  made  for  work  unfinished. 

At  a  given  signal  and  on  the  exact  even  minute  the  class  will  be  directed  to 
uufold  the  sheets  and  immediately  proceed  with  the  work.  At  the  end  of  exactly 
10  minutes  (to  the  second)  all  the  competitors  are  to  be  stopped  and  told  to 
turn  over  their  sheets,  with  the  dii'ection  that  positively  no  work  is  to  be  per- 
formed after  the  signal  to  stop  is  given.  The  sheets  should  be  collected  promptly 
by  the  examiner,  arranged,  and  transmitted  with  the  other  papers. 

54.  Scratch  paper  should  be  issued  with  the  arithmetic,  letter  writing,  report 
writing,  and  copying  and  correcting  manuscript  sheets,  and  taken  up  with  the 
sheet  in  connection  with  which  it  was  used.  No  scratch  paper  should  be  issued 
with  other  sheets,  unless  it  is  required  for  preliminary  work. 

55.  Examiners  are  forbidden  to  explain  the  meaning  of  any  question  or  to 
make  remarks  or  suggestions  that  might  assist  in  its  solution,  or  to  comment 
upon  any  work  done  by  a  competitor.  It  is  the  aim  of  the  commission  to  make 
the  examinations  practical  in  every  way,  and  to  avoid  all  "catchy"  or  puzzling 
questions. 

56.  The  time  allowed  for  each  examination  is  indicated  on  the  preliminary 
slieet,  and  is  continuous  from  the  time  worlc  is  commenced  on  sheet  No.  1. 
Under  no  circumstances  should  a  competitor  be  allowed  to  exceed  the  time  al- 
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lotted,  wliicli  is  considered  ample  for  tlie  couipletiou  of  tlie  exauiination  without 
imdue  haste  or  carelessness. 

57.  In  all  examinations  in  which  rapidity  in  the  entire  examination  is  an  ele^ 
ment,  it  is  important  that  the  time  commencing  ;<nd  finishing  be  accurately 
noted.  The  examiner  should  indicate  the  exact  time  the  competitor  begins  the 
spelling,  or  the  first  sub.iect  of  the  examination,  and  the  exact  time  to  the  even 
minute  he  finishes  the  last  subject,  and  he  should  place  his  initials  after  each 
time  entry. 

If  for  any  reason  it  is  necessary  to  issue  sheets  out  of  the  regular  order,  a 
special  report  or  statement  should  be  made  and  transmitted  with  the  prelimi- 
nary sheets  showing  exactl.v  the  order  of  issuing  the  sheets,  and  any  other  facts 
■necessary  in  order  that  the  time  consumed  in  the  examination  may  be  accurately 
rated. 

58.  The  time  entries  on  all  sheets  in  which  time  is  an  element  should  be  care- 
fully verified  and  checked  before  the  jiapers  are  shipped  to  the  commissidn.  It 
is  believed  tliat  if  this  is  done  the  number  of  reexaminations  necessitated  by 
errors  in  noting  time  will  be  greatly  lessened. 

59.  The  competitors  should  be  informed  that  as  soon  as  the  examination  is 
over  their  papers  will  be  sent  to  the  commission  at  Washington,  to  be  rated, 
and  as  soon  as  the  ratings  are  completed  notices  of  their  average  percentages 
will  be  sent  to  them,  whetlier  they  pass  or  not.  Inquiries  regarding  ratings  can 
not,  tlierefore,  be  answered  before  the  date  of  the  notice  of  average  percentages. 
Competitors  should  in  tlie  meantime  ijeep  tlie  commission  or  the  district  secre- 
tary informed  of  any  change  of  address,  so  that  the  notices  of  average  per- 
centages may  reach  them  without  unnecessary  delay. 

MAN^JEa  or  CONDUCTING   STENOGRAPHER  AND  TTPEWKITEB  EXAMINATIONS. 

60.  Boards  required  to  conduct  stenographer  and  typewriter  examinations  will 
be  furnished  by  the  district  secretary  with  Form  1.338,  "  Manner  of  conducting 
The  stenographer  and  typewriter  examinations,"  and  any  other  necessary  in- 
formation. 

rHOTOGHAPIIS. 

61.  Each  applicant  for  any  position  in  the  Philippine  service,  any  position  in 
the  Isthmian  Canal  service,  the  position  of  guard  in  the  United  States  peni- 
tentiary service,  or  the  position  of  field  matron,  farmer,  physician,  or  trained 
nurse  in  the  Indian  Service  is  required  to  deliver  to  the  examiner  a  photo- 
graph of  him.self  or  herself,  which  will  be  forwarded  to  the  commission  as  a 
means  of  identification.  Photographs  may  be  required  in  connection  witli  other 
examinations,  in  which  case  the  preliminary  sheet  will  show  that  a  photograph 
is  required.  When  an  examination  is  taken  which  covers  two  or  more  of  the 
above  services,  a  photograph  nmst  be  furnished  for  each. 

In  connection  with  examinations  of  the  class  I'eferred  to,  the  instruction  to 
applicants  in  the  commission's  literature  is  as  follows:  "A  competitor  who  fails 
to  present  a  photograph  to  the  examiner  will  not  be  admitted  to  the  examina- 
tion." 

When  the  admission  card  is  sent  to  an  applicant,  the  commission  also  sends 
a  card  on  which  to  mount  the  photograph.  It  sometimes  happens,  however, 
that  an  apiilicant  is  admitted  to  an  examination  by  telegraph,  or  for  some  other 
reason  he  is  not  in  possession  of  the  information  relating  to  photographs.  A 
strict  enforcement  in  such  a  case  of  the  requirement  "  No  photograph,  no  ex- 
amination "  would  work  a  liardship  upoii  the  competitor. 

In  any  case  where  a  photograph  is  required  and  the  applicant  for  any  reason 
fails  to  present  the  pliotograph  when  he  reports  for  examination,  the  examiner 
will  proceed  as  follows:  Inform  the  Mpi)lic:int  that  he  will  be  examined  subject 
19296°— 14  3 
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to  his  preseutiug  to  the  examiuer  a  photograph  of  himself.  If  practicable,  the 
photograph  must  be  delivered  to  the  examiuer  by  the  competitor  ou  the  day  of 
the  examination.  If  thi.s  can  not  be  done,  the  competitor's  features  should  be 
observed  closely  and  a  brief  description  of  him  noted  in  order  that  the  ex- 
aminer may  be  able  to  certify  to  the  likeness  when  the  photograph  is  received. 
It  is  the  responsibility  of  the  examiuer  to  see  that  the  competitor  sends  the 
photograph  TO  HIM  within  a  rea.sonable  length  of  time.  No  examination  will 
be  considered  without  a  photograph  when  a  photograph  is  required,  and  photo- 
graphs sent  to  the  commission  direct  by  the  competitors  are  of  no  value  what- 
ever, as  uo  one  in  the  office  of  the  commission  has  any  means  of  determining 
that  the  person  who  took  the  examination  is  the  person  whose  photograph  is 
;sent. 

Cards  with  photographs  attached  are  to  be  placed  iu  the  declaration  en- 
velope, lu  case  the  applicant  has  no  card  he  must  note  on  the  back  of  the 
photograph  his  name,  the  date  the  photograph  was  taken,  his  examination 
number,  and  the  kind,  place,  and  dat<_'  of  the  examination.  The  examiner  must 
certify  that  the  photograph  appears  to  be  a  correct  likeness  of  the  applicant. 
Any  photograph  which  can  not  be  forwarded  in  the  declaration  envelope  with 
the  examination  palmers  must  be  sent  to  the  commission  by  the  examiner, 
■with  all  the  information  called  for  above,  at  the  earliest  practicable  date. 

Photographs  more  than  two  years  old,  or  tintypes,  will  not  be  accepted. 

CONFIDENTIAL  INQUIRY  BLANKS. 

62.  A  confidential  inquiry  blank,  which  will  accompany  the  examin.ntion 
papers,  should  be  prepared  for  each  comiietitor  for  the  Philippine  Service  or 
the  Isthmian  Canal  Service.  The  examiner  should  indicate  ou  each  such  blank 
the  service  for  which  the  competitor  is  examined.  The  headings  (such  as  place, 
<date,  and  examination  number)  are  to  be  correctly  filled  out.  The  questions  on 
this  sheet  should  be  very  carefully  answered  by  the  examiner ;  he  should  give 
full  information,  especially  in  answer  to  the  questions  which  relate  to  physical 
defects,  condition  of  health,  apiiearance,  and  manner.  These  sheets  should  be 
■arranged  and  transmitted  with  the  other  papers  to  the  Commission. 

GENERAL  INSTRUCTIONS. 

'63.  If  a  less  number  of  examination  sheets  are  received  than  is  necessary  for 
kite  number  of  competitors  to  be  examined,  a  sufficient  additional  number  of 
•typewritten  or  handwritten  copies  should  be  made  to  supply  each  competitor 
"with  a  copy  of  each  sheet  of  his  examination.  If,  on  account  of  the  nature  of  the 
^sheet,  this  can  not  be  done  (as,  for  instance,  with  a  photolithographic  sheet, 
^such  as  the  copying  from  rough  draft,  or  the  copying  and  spacing  sheet  of  the 
: stenographer  and  typewriter  examination),  the  sheets  should  be  so  distributed 
•that  each  competitor  will,  at  some  time  during  the  day,  receive  a  copy  and  have 
■time  to  perform  the  work. 

64.  Under  no  conditions  should  the  package  for  the  .second  day's  examination 
■'be  opened  to  procure  additional  sets  of  papers  for  use  on  the  first  day. 

65.  Only  the  examination  noted  on  the  card  of  admission  should  be  given. 
Sinless  from  the  statement  of  the  applicant  it  api>ears  that  the  examination 
named  on  the  card  is  not  the  one  for  wliich  he  applied,  iu  which  event  the 
■Tlesired  examination  should  be  given,  if  possible,  and  a  report  made  of  the  case. 

66.  When  a  competitor  takes  more  than  one  examination  at  the  same  time,  in 
which  all  of  the  educational  subjects  are  common  to  all  the  examinations  so 
taken  (as  examinations  for  the  Departmental,  Philippine,  and  Isthmian  Canal 
Services),  he  should  be  given  the  proper  preliminary  sheet  for  each  examina- 
•tion  or  service  and  be  required  to  fill  out  a  separate  declaration  sheet  for  each 
examination.    The  numbers  ou  the  additional  declaration  sheets  issued  to  him 
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should  be  changed  so  that  the  number  used  by  him  on  all  tlio  sheets  will  be 
the  same. 

67.  When  a  competitor  abandons  an  examination,  that  fact  should  be  note^l 
upon  the  last  sheet  receivetl  by  him.  and  the  remaining  sheets  of  his  examina- 
tion should  also  be  indorsed  with  the  word  "  abandoned."  The  examiner  should 
fill  in  the  examination  number,  branch  of  the  service,  title  of  examination, 
place,  and  date,  and  arrange  the  sheets  with  those  of  the  other  competitors. 
When  a  competitor  fails  to  complete  his  examination  within  the  allotted  time, 
the  words  "  time  up  "  should  be  indorsed  by  the  examiner  on  the  unfinished 
sheets  and  they  should  be  arranged  in  the  same  manner  as  in  the  case  of  an 
abandoned  examination. 

68.  The  examiner  should  inspect  the  back  of  the  preliminary  sheet  when  it 
is  turned  in,  to  see  if  all  the  questions  have  been  answered.  He  should  care- 
fully verify  and  certify  to  the  correctness  of  the  answers  relating  to  the  descrip- 
tion of  the  person  examined ;  this  also  applies  to  the  "  last  "  or  personal-question 
sheet  when  used. 

69.  As  the  completed  examination  sheets  are  received  by  the  examiner,  they 
should  be  assembled  according  to  the  subject  and  sheet  number, 
and  the  sheets  should  be  arranged  consecutively,  according  to  the  ex- 
amination numbers,  with  the  lowest  number  on  top.  Immediately  upon 
the  completion  of  the  examination  the  papers  should  be  prepared  for 
shipment  to  the  commission,  those  of  the  different  subjects  being  kept  sepa- 
rate from  each  other  by  means  of  rubber  bands  or  otherwise.  Two  packages 
should  be  made  of  the  papers  before  wrapping,  one  containing  the  competitors' 
papers  and  the  other  the  unused  sheets.  The  declaration  envelope,  reports  of 
examination,  blotters,  etc.,  may  be  arranged  between  the  two  packages  of 
papers.  Cards  of  admission  should  always  be  returned  to  the  office  from  which 
they  were  issued.  Those  issued  by  the  district  secretary  should  be  returned  to 
him,  with  the  report  of  the  examination,  form  for  which  will  be  found  attached 
to  report  of  examination  received  with  the  papers.  All  other  cards  of  admission, 
including  those  for  rural-carrier  examinations,  should  be  returned  to  the  com- 
mission at  Washington,  D.  C.  If  two  or  more  separate  examinations  are  held, 
the  papers  of  each  examination  should  be  kept  separate.  The  whole  should 
then  be  securely  wrapped  in  one  package,  tied,  sealed,  and  forwarded  to  the 
commission  by  registered  mail.  There  should  be  no  discrepancy  between  the 
number  of  sheets  returned,  used  and  unused,  and  the  number  received  from  the 
commission  as  noted  on  the  report. 

70.  Order  5.55,  issued  by  the  Postmaster  General,  provides: 

That  letters  or  parcels  relating  exclusively  to  official  business  of  the  United 
States  Civil  Service  Commission,  Washington,  D.  C,  and  addressed  thereto, 
when  presented  for  mailing  by  members  of  local  boards  of  examiners  of  the 
commission  located  permanently  in  the  various  cities,  shall  be  accepted  by 
postmasters,  who  will  place  them  under  their  regular  offlcial  penalty  envelopes 
or  labels,  and  in  their  official  capacity  register  them  free  as  from  the  postmaster 
to  the  United  States  Civil  Service  Commission. 

If  desired,  an  informal  receipt  shall  be  given  by  the  postmaster  to  the  official 
from  whom  the  matter  is  received. 

71.  In  case  the  class  is  sufficiently  large  to  reqiUire  two  or  more  days  to 
examine  the  entire  number  of  competitors  in  an  examination  which  requires 
only  one  day  for  each  competitor,  each  day's  papers  should  be  foi-\^-arded  at 
the  close  of  the  day.  accompanied  by  the  report  showing  whether  it  is  the  first, 
second,  or  third  day,  etc..  and  the  total  number  of  days  required.  In  an  exami- 
nation in  which  two  or  more  days  are  allowed  a  competitor,  his  papers  should 
not  be  returned  upon  the  completion  of  each  day's  work,  but  should  be  retained 
by  the  examiner  and  forwai'ded  after  the  entire  examination  is  finished. 
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With  each  shipment  of  papers  will  be  fonud  a  card  (Form  2014)  for  report- 
ing examinations.  This  card  should  be  properly  filled  out  and  mailed  direct  to 
the  commission,  in  addition  to  any  other  report  that  may  be  required.  A  sepa- 
rate card  should  be  used  for  each  kind  of  examination.  Where  more  than  one 
day  is  required  to  examine  a  competitor,  he  should  be  reported  only  on  the  first 
day.  Should  no  one  appear  for  examination,  the  usual  blanks  should  be  filled 
out,  "  O  ■'  being  entered  in  the  last  two  columns. 

All  applications  and  exaiiiination  papers  form  a  part  of  the  commission's  rec- 
ords, and  can  not  be  returned  to  the  applicants  or  competitors. 

72.  Visitors  may  be  allowed  in  the  examination  room  at  the  discretion  of  the 
examiner  in  charge.  They  should  not,  however,  be  permitted  to  communicate 
with  competitors,  unless  it  is  within  the  hearing  of  an  examiner.  No  persons 
other  than  the  examiners  are  permitted  to  handle  or  look  over  either  the  used 
or  unused  examination  sheets. 

Newspaper  men  should  be  treated  with  uniform  courtesy  and  should  be  given 
all  proper  information  which  they  may  desire  for  publication.  They  should 
not,  however,  be  furnished  with  the  names  of  any  competitors  in  the  examina- 
tion or  the  questions  used. 

RATING  OF  EDUCATIONAL  EXAMINATION  PAPERS. 

73.  The  following  method  is  usually  observed  in  rating  examination  papers 
by  the  Examining  Division  of  the  commission : 

After  an  examination  is  held  the  papers  are  arranged  by  sheets  or  subject.-? 
and  are  forwarded  under  seal  to  the  commission.  When  they  are  reached  in 
the  order  of  rating  they  are  distributed  by  sheets  to  the  examiners,  Examiner 
A  being  given  all  of  sheets  1,  Examiner  B  all  of  sheets  2,  Examiner  C  all  of 
sheets  3,  and  so  on,  the  sheets  being  distributed  to  as  many  examiners  as  there 
are  subjects  in  the  particular  examination  to  be  rated.  After  the  papers  are 
rated  in  the  first  instance  they  are  redistributed,  and  the  first  rating  is  re- 
viewed by  other  examiners.  When  the  papers  of  an  examination  have  been 
rated  and  reviewed,  those  of  each  competitor  are  then  for  the  first  time  as- 
sembled or  brought  together,  his  average  percentage  is  ascertaine<l,  the  declara- 
tion envelope  is  opened,  and  the  declaration  sheet  to  which  he  has  signed  his 
name  is  attached  to  his  examination  papers.  The  identity  of  the  competitor, 
therefore,  is  not  disclosed  until  his  papers  have  been  rated  and  reviewed  and  his 
average  percentage  determined.  As  the  charges  for  specific  errors  are  all  fixed 
by  the  rules  for  rating,  and  as  each  subject  is  usually  rated  by  one  examiner 
and  reviewed  by  another,  it  will  be  seen  that  absolute  impartiality,  accuracy, 
and  uniformity  are  secured  in  the  work. 

74.  The  papers  of  all  competitors  in  an  examination  must  be  rated  at  the 
same  time,  and  no  competitor's  papers  will  be  made  special  or  be  rated  in  ad- 
vance of  others.  ■ 

75.  An  average  percentage  of  at  least  70  in  all  examinations  is  required  for 
eligibility,  except  in  the  case  of  stenographer  and  typewriter  examinations  for 
the  Philippine  Service,  for  which  an  average  percentage  of  at  least  75  is  re- 
qnireil,  and  in  the  case  of  applicants  entitled  to  preference  under  section  1754, 
United  States  Revised  Statutes,  who  are  required  to  attain  an  average  percent- 
age of  only  Go;  provided,  tliat  in  examinations  comprising  both  grade  and 
technical  subjects  in  which  the  technical  subjects  constitute  not  less  than  50 
per  cent  of  the  examination,  the  competitor  must  obtain  an  average  percentage 
of  not  less  than  70  on  the  technical  subjects  in  addition  to  an  eligible  rating  on 
the  whole  examination, in  order  to  become  eligible  for  appointment.  Should  a 
cinnpetitor  fail  to  obtain  an  average  percentage  of  70  on  the  technical  subjects, 
the  remaining  subjects  will  not  be  rated.  • 
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ELIGIBLE  KLGISTEKS. 

76.  "Upon  the  completion  of  the  rating  of  examination  papers  for  educational 
positions  they  will  be  shipped  by  the  chief  examiner's  office  direct  to  the  dis- 
trict secretary,  who,  after  preparing  and  sending  notice  of  eligibility  and  in- 
eligibility to  competitors,  will  establish  registers  of  eligibles.  Registers  result- 
ing from  examinations  held  for  clerk  and  carrier  in  post  offices  will  be  prepared 
on  the  sheet  register  form,  one  copy  to  be  forwarded  to  the  po-stmaster,  one  to 
the  local  seci'etary,  one  to  the  commission,  and  one  retained  in  the  office  of  the 
district  secretary.  Where  the  jacket  system  of  appointments  is  in  effect,'  only 
one  copy  is  sent  to  any  post  office.  This  copy  is  sent  to  the  local  secretary, 
except  in  the  Twelfth  Civil  Service  District,  where  it  is  furnished  the  post- 
master. In  cases  where  the  copy  of  the  register  is  sent  to  the  local  secretary  it 
is  subject  to  the  inspection  of  the  postmaster  or  his  official  representative. 
Registers  res5ulting  from  examinations  held  for  clerical,  subclerical,  and  other 
positions  will  be  prepared  on  the  card-register  form,  except  where  the  regula- 
tions governing  a  service  provide  otherwise.  The  term  of  eligibility  is  one  year 
from  the  date  of  registration. 

77.  The  name,  average  percentage,  age  of  each  eligible,  and  any  information 
necessary  to  determine  the  relative  order  of  a  name  or  its  certification  will  be 
shown  on  the  register,  the  names  to  be  entered  in  the  order  of  their  rating. 
Those  allowed  preference  under  section  1754,  Revised  Statutes,  will  be  entered 
in  the  same  manner,  but  at  the  head  of  the  register.  When  two  or  more  eli- 
gibles receive  the  same  rating  as  a  result  of  an  educational  examination  the 
names  will  be  entered  on  the  register  in  the  order  of  the  filing  of  the  applica- 
tions in  completed  form.  If  two  or  more  such  eligibles  file  completed  appli- 
cations on  the  same  date  the  names  will  be  entered  in  the  relative  order  of  the 
amount  of  time  consumed  in  the  examination,  the  name  of  the  eligible  who  con- 
sumed the  least  time  preceding  those  who  consumed  more.  When  two  or  more 
eligibles  from  any  noueducational  examination  have  the  same  rating  the  order 
In  which  their  names  will  appear  on  the  register  will  tie  determined  by  the  day. 
hour,  and  minute  at  which  applications  are  filed  in  person,  or,  if  received 
through  the  mail,  by  the  day,  hour,  and  minute  at  which  the  applications  are 
opened.  It  will  therefore  be  necessary  that  such  data  be  entered  by  district 
or  local  secretaries  on  all  such  applications.  If  one  of  the  eligibles  has  l^een 
allowed  preference,  his  name  will  be  entered  ahead  of  others  not  allowed  pref- 
erence, regardless  of  the  preceding  considerations. 

77  (a).  When  the  name  of  an  eligible  is  entered  on  the  register  in  a  belated 
case  the  same  date  of  registration  is  given  as  that  of  other  eligibles  resulting 
from  the  same  examination  unless  the  delay  in  entering  such  name  on  the  reg- 
ister was  not  due  to  any  fault  of  the  eligible,  and  then  the  circumstances  in  each 
particular  case  are  taken  into  consideration  in  determining  the  date  of  registra- 
tion, e.  g..  if  the  eligible  has  not  suffered  an  injustice  from  the  delay  in  entering 
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Lis  name  on  the  register,  the  same  date  of  registration  is  given  as  that  of  other 
eligibles  resulting  from  the  same  examination;  otherwise  he  is  given  a  clear, 
full  period  of  one  year  of  eligibility. 

78.  When  eligibles  are  obtained  from  a  new  examination,  and  before  the  eligi- 
bility of  those  from  a  previous  examination  has  expired,  a  register  will  be  pre- 
pared, containing  the  eligibles  from  both  examinations,  arranged  in  their  order 
of  average,  regardless  of  the  date  of  examination,  with  dates  of  original  regis- 
tration, dates  of  examinations,  and  all  other  information  called  for  on  the  form 
of  register.  When  such  a  register  for  a  post  ofiice  is  prepared,  the  sheets  of  the 
previous  unexpired  register  will  be  canceled.  When  a  person  whose  name  ap- 
pears upon  a  current  register  becomes  eligible  th.rough  subsequent  examination, 
his  new  eligibility  will  cancel  the  old  and  the  name  be  entered  on  the  new  regis- 
ter with  the  rating  attained  in  the  latest  examination ;  but  whenever  a  person 
whose  name  is  on  an  eligible  register  for  any  position  is,  through  clerical  error, 
admitted  to  another  examination  for  the  same  position  before  he  is  entitled  to 
such  reexamination,  then  such  person  has  the  option  of  having  the  examination 
to  which  he  was  erroneously  admitted  canceled  or,  as  a  result  of  such  examina- 
tion, having  his  name  entered  on  the  register  contemporaneously  with  the  per- 
sons who  pass  the  examination  held  later  which  he  would  be  entitled  to  enter 
under  the  regulation. 

78(a).  No  transfer  of  eligibility  from  the  register  for  clerk  or  city  letter  car- 
rier at  one  post  office  to  the  register  for  another  post  office  is  permitted  unless 
the  register  for  the  post  office  to  which  transfer  of  eligibility  is  proposed  is  de- 
pleted or  the  Commission  has  been  unable  to  obtain  sufficient  eligibles  for  the 
needs  of  that  office  as  the  result  of  open  competitive  examination,  and  then 
only  after  the  postmaster  at  such  office  has  expressed  a  willingness  to  consider 
the  applicant  for  appointment.  District  secretaries  are  authorized  to  transfer 
eligibility  subject  to  these  restrictions. 

78  District  secretaries  are  authorized  to  cancel  eligibility  in  all  cases 
in  which  they  are  now  or  may  hereafter  be  authorized  to  cancel  applications 
for  examinations,  as  provided  in  circular  letter  numbered  42,  based  upon 
minute  1,  adopted  by  the  Commission  on  March  29,  1913.  If  the  facts  that  war- 
rant the  cancellation  of  eligibility  also  warrant  the  debarment  of  the  person  from 
examinations,  they,  together  with  all  other  facts  in  the  case,  will  be  submitted 
to  the  Commission  for  appropriate  action.  Where  objections  are  filed  to  an 
eligible,  whether  on  certification  or  not,  the  procedure  contained  in  paragraph 
105  of  this  pamplilet  will  be  followed. 

79.  In  preparing  registers  of  stenographer  and  typewriter  eligibles,  names  of 
competitors  in  only  one  branch  will  be  entered  on  the  register  (stenographer  or 
typewriter)  in  which  an  eligible  rating  is  obtained.  If  they  pass  in  both 
stenography  and  typewriting  the  names  of  females  will  be  entered  on  the  type- 
writer register  and  on  the  combined  stenographer  and  typewriter  register,  but 
not  on  the  stenographer  register,  although  they  may  be  considered  for  stenog- 
rapher alone  if  the  needs  of  the  service  so  require.  The  stenographer  regis- 
ter is  ordinarily  utilized  only  for  certification  to  fill  stenographer  and  typewriter 
positions  in  the  idisence  of  the  combined  legister.  Names  of  males  who  pass  in 
both  stenography  and  typewriting  will  be  entered  on  the  combined  regi-ster  only, 
because  of  the  great  demand  for  male  stenographers  and  typewriters;  but  their 
names  may  be  considered  for  stenographer  alone  or  typewriter  alone  if  the 
needs  of  the  service  so  require. 

In  combining  the  stenographer  and  the  typewriter  ratings  for  the  purpose  of 
establishing  a  combined  register,  a  weight  of  2  will  be  given  for  stenography 
and  a  weight  of  1  for  typewriting.    The  foUowiug  special  principles  govern 
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coiibiuation  of  ratings  when  the  stenographer  examination  is  taken  on  one  date- 
and  the  typewriter  examination  on  another  date: 

(a)  When  an  eligible  whose  name  appears  on  a  stenographer  register  quali- 
fies in  a  subsequent  typewriter  examination,  the  date  of  registration  of  the 
combined  stenographer  and  typewriter  register  and  of  the  typewriter  registei- 
will  be  the  same,  and  the  name  Tvill  be  removed  from  the  stenographer  register, 
for  the  reason  stated  in  the  first  paragraph  of  this  section. 

(6)  When  an  eligible  whose  name  appegirs  on  a  typewriter  register  qualifies 
in  a  subsequent  stenographer  examination,  rhe  date  of  registration  of  the  type- 
writer register  remains  unchanged,  and  the  date  of  registration  of  the  combined 
stenographer  and  typewriter  register  is  that  resulting  from  the  more  recent 
examination. 

(c)  In  combining  ratings  of  a  stenographer  examination  with  a  typewriter- 
examination  taken  on  different  dates  and  at  different  places,  the  eligible  will  be. 
required  to  si^ecify  which  of  the  two  places  he  will  elect  as  a  place  of  reglstra-- 
tion  for  both  the  type\^riter  and  the  combined  stenographer  and  typewriter- 
registers. 

SO.  As  it  is  desirable  to  have  at  all  times  a  sufficient  number  of  eligibles  and 
to  use  eligibles  to  the  greatest  extent  consistent  with  the  interests  of  the  service., 
the  following  principles  will  govei-n  extensions  of  eligibility : 

(a)  Regi.sters  resulting  from  examinations  held  annually  at  approximately 
the  same  date  may  be  extended,  if  necessary,  until  the  establishment  of  the 
register  resulting  from  the  next  annual  examination. 

(&)  When  it  becomes  necessary  to  hold  an  examination  between  annual  exam- 
inations, the  eligibilit.v  of  persons  resulting  from  such  examination  will  be  ex- 
tended until  the  expiration  of  the  register  resulting  fi-om  the  annual  examination 
next  following  their  examination. 

(c)  Registers  resulting  from  examinations  which  are  held  only  at  irregular- 
intervals,  according  to  the  needs  of  the  service,  may  be  extended  for  a  period 
not  to  exceed  one  year,  pending  the  establishment  of  a  new  register.  When 
reasons  exist  which,  in  the  judgment  of  the  district  secretary,  apparently  make 
it  inadvisable  to  extend  such  a  register,  report  of  such  reasons  should  be  made 
to  the  commission  in  connection  with  any  temporary  appointment  authorized, 
or  presented  for  authorization,  without  examination,  in  lieu  of  extending  the 
register. 

The  following  principles  will  govern  extensions  under  clause  b: 

Examinations  for  first-class  post  offices  are  scheduled  to  be  held  on  the  first 
Wednesday  or  Saturday  in  November  each  year,  but  frequently  are  advanced 
or  postponed,  according  to  the  needs  of  the  service ;  if  held  in  October,  Novem- 
ber, or  December,  they  are  considered  as  anoual  examinations,  provided  another- 
examination  is  not  held  on  the  regularly  scheduled  date.  Extension  of  eligi- 
bility to  expire  with  the  register  I'esulting  from  an  annual  examination  should 
only  be  made  when  an  eligible  is  debarred  from  taking  that  examination  by 
reason  of  having  passed  an  examination  for  the  same  position  within  approxi- 
mately one  year. 

Whenever  by  reason  of  a  register  being  reduced  to  less  than  three  names  it 
is  necessary  to  hold  another  examination  to  which  an  eligible  on  an  existing', 
register  would  not  be  admitted  because  of  his  having  passed  the  same  examina- 
tion within  less  than  one  year,  the  eligibility  of  such  eligible  will  be  extended 
to  exiiire  with  the  register  established  as  a  result  of  the  next  examination,  to- 
continue  pending  the  establishment  of  a  new  register  from  an  examination  to 
which  he  would  be  admitted,  not  to  exceed  an  additional  year. 

At  post  offices  of  the  first  class,  where  there  is  a  surplus  of  eligibles,  exten- 
sion of  registers  will  be  dependent  upon  the  number  of  vacancies  occuiTing; 
annually. 

Unskilled-laborer  registers  and  registers  for  noneducational  positions  are  not 
extended  except  for  unusual  reasons. 

In  no  case  should  eligibility  fi-om  open  competitive  examination  exceed  twoi 
years. 
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The  extension  of  the  period  of  eligibility  can  not  be  granted  in  individual 
cases,  and  is  always  applied  to  the  entire  list  of  eligibles  on  the  particular  reg- 
ister extended. 

81.  When  a  register  for  a  post  otBce  is  extended  the  district  secretary  will 
strike  therefrom  the  names  of  all  persons  whose  eligibility  is  not  extended  with 
the  register,  and  instruct  local  secretaries  to  strike  from  the  postmaster's  copy 
of  the  register  the  names  of  all  such  persons. 

82.  At  post  ofQces  where  separate  clerk  and  carrier  registers  are  maintained, 
.supplementary  registers  may  be  established,  in  case  either  of  the  I'egisters  be- 
comes exhausted,  containing  the  names  of  eligibles  on  the  unexhausted  register 
who  signify  a  willingness  to  accept  appointment  to  the  other  position.  If  to 
Jinticipate  the  needs  of  the  service  it  is  necessary  to  establish  a  supplementary 
regi.ster  before  a  register  is  exhausted,  the  supplementary  register  is  not  to  be 
resorted  to  until  the  original  register  is  exhausted  or  reduced  to  less  than  three 
names.  Eligibles  also  retain  their  eligibility  on  the  register  on  which  their 
names  orgiually  appeared.  A  supplementary  register  expires  by  limitation 
upon  the  establishment  of  a  new  register  from  examination,  except  in  cases 
wliere  an  insufiicient  number  of  eligibles  is  obtained  to  warrant  the  establish- 
ment of  separate  clerk  and  carrier  i-egisters. 

82  ((/).  The  practice  of  establishing  "auxiliary"  registers  in  the  field  service 
on  which  are  entered  the  names  of  competitors  in  the  first-grade  clerical  exami- 
nation who  fail  to  attain  a  rating  of  at  least  70  in  arithmetic  or  G5  in  report 
M-riting.  but  whose  general  averages  would,  notwithstanding,  be  as  high  as  70, 
has  );)een  discontiinied.  and  iuste.ad,  when  it  is  found  that  there  is  in  any 
locality  an  insufScient  number  of  eligibles  to  meet  the  needs  of  the  service,  a 
second  examination  will  be  specially  announced.  If,  after  such  examination, 
the  needs  of  the  service  can  not  be  supplied  from  the  register  the  facts  will  be 
I'eported  to  the  commission  and _ authority  obtained  for  the  establishment  for 
that  locality  of  a  supplemental  register.,  with  the  restriction  that  the  person 
appointed  from  such  supplemental  register  shall  not  he  promoted  above  the 
entrance  salary  or  be  eligiltle  for  transfer  to  any  other  position  covered  by  the 
first-grade  clerical  examination  until  he  shall  meet  the  minimum  requirements 
in  the  first-grade  clerical  examination,  or  until  after  he  has  served  in  a  clerical 
position  for  such  period  as  will  enable  the  commission  to  determine  his  fitness 
for  such  promotion  or  transfer. 

S3.  In  making  an  inquiry  or  report  concerning  an  eligible,  the  name  in  full, 
the  kind,  place,  and  date  of  examination,  and  the  average  percentage  should 
be  given. 

83  (rt).  In  making  records,  registers,  reports,  or  npminations  in  cases  of 
women,  "  Miss  "  or  "  Mrs."  should  precede  the  name. 

84.  When  an  examination  is  held  for  a  second-class  post  office  at  which  city 
delivery  service  has  not  been  established,  a  second  examination  will  be  held 
when  such  service  is  subsequently  ordered,  the  eligibles  resulting  from  the  first 
examination  to  be  entered  on  the  register  with  those  from  the  later  examination 
if  the  year  of  eligibility  from  the  first  examination  has  not  expired. 

ORIGINAL  APPOINTMENT  IN  POST  OFFICES. 

8-5.  When  a  vacancy  occurs  or  is  about  to  occur  in  a  post  office  and  a  perma- 
nent appointment  is  to  be  made,  the  postmaster  will  select  from  his  copy  of 
the  register  one  of  the  three  eligibles  next  entitled  to  certification  and  will  im- 
mediately thereafter  notify  the  person  selected  on  the  form  prescribed  for  the 
purpose,  and  after  his  acceptance  will  nominate  him  for  appointment  to  the 
department  on  the  prescribed  form.    If  there  are  not  as  many  as  three  names 
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ou  any  register  the  postmaster  may.  in  his  dist-retion,  select  one  of  the  two.  or 
the  only  eligible,  for  regular  appointment. 

86.  The  nomination  will  be  delivered  to  the  local  secretary,  who  will  make 
proper  entries  ou  his  copy  of  the  register  and  that  of  the  postmaster,  entering 
the  proper  charges  against  the  eligibles,  and  showing  the  selection  of  the  one 
nominated.  The  local  secretary  will  then  forward  the  nomination  to  the  dis- 
trict secretiiry,  who.  if  he  finds  the  selection  to  be  properly  made,  will  approve 
the  selection,  "  subject  to  the  action  of  the  United  States  Civil  Service  Commis- 
sion," make  proijer  entries  ou  his  copy  of  the  register,  and  forward  the  nomi- 
nation to  the  Post-OfHce  Department ;  but  where  the  jacket  system  of  appoint- 
ments is  In  effect  the  procedure  outlined  in  Form  1960  will  be  followed,  except 
in  the  Twelfth  Civil  Service  District,  where  a  difterent  procedure  exists.  If 
the  district  secretary  finds  that  the  selection  is  not  permissible  under  the  rules, 
he  will  return  the  nomination  promptly  to  the  postmaster,  with  explanation 
why  it  can  not  be  approved. 

87.  The  nominations  for  appointment  in  post  offices  will  be  made  in  triplicate, 
and  after  approval  by  the  Post  Office  Department  one  copy  will  be  returned  to 
the  postmaster,  one  forwarded  to  the  commission,  and  one  retained  in  the  tiles 
of  the  department. 

88.  The  district  secretary  will  forward  to  the  postmaster,  if  he  so  requests, 
the  examination  papers  of  the  eligibles  entitled  to  certification,  or,  in  case 
sevei'al  nominations  are  contemplated,  he  may,  in  his  discretion,  supply  the  post- 
master with  a  sufficient  number  of  papers  to  meet  the  needs  of  the  service. 

89.  Declination  in  writing  will  be  required  by  the  postmaster  when  regular 
appointment  is  declined,  and  will  be  forwarded  by  him  to  the  district  secretary. 
Reasonable  time  is  to  be  allowed  an  eligible  to  resiiond  before  further  selection 
is  made.  When  an  eligible  whose  name  appears  on  a  combined  clerk-carrier  reg- 
ister declines  appointment,  his  eligibility  for  the  other  position  is  not  affected 
by  such  action,  but  his  name  will  not  be  restored  for  appointment  to  the  par- 
ticular position  he  declined  to  accept  unless  in  response  to  a  notice  of  the  district 
secretary  he  furnishes  a  satisfactory  explanation  of  his  declination  and  promises 
to  accept  a  future  tender  of  appointment.  The  district  secretary  will  determine 
whether  the  eligible's  reasons  for  declining  or  failing  to  respond  are  sufficient 
to  justify  the  restoration  of  his  name  to  the  register,  and  in  cases  of  doubt  will 
submit  the  facts  to  the  commission.  He  will  report  to  the  commission  on  Form 
1795  all  restorations  to  the  register  and  have  proper  entries  made  upon  the 
registers  in  the  possession  of  the  postmaster  and  the  local  secretary.  When  the 
district  secretary  removes  a  name  from  the  register  for  any  reason  other  than 
because  of  an  appointment,  he  will  immediately  report  such  action  to  the  com- 
mission, on  Form  1794,  showing  all  the  facts  in  regard  thereto. 

90.  The  name  of  an  eligible  who  fails  to  resiioud  within  a  reasonable  time  to 
any  notice  or  inquiry  by  a  nominating  officer  or  a  representative  of  the  commis- 
sion, relating  to  temporary  appointment  (except  for  service  during  the  holiday 
season)  or  to  regular  appointment,  will  be  suspended  from  the  register  and  will 
not  be  certified  until  restored  upon  his  request,  accompanied  by  a  satisfactory 
explanation  of  his  failure  to  respond.  In  all  such  cases  the  usual  notice  will  be 
sent  to  the  eligible's  last  known  address  by  the  district  secretary,  asking  for 
a  statement  of  the  reason  for  the  failure  of  the  eligible  to  respond,  and  whether 
he  desires  to  have  his  name  restored  to  the  register  for  future  appointment. 
When  an  eligible  on  the  register  for  a  post  office  fails  to  respond  to  notice  of 
selection,  the  postmaster  will  so  advise  the  district  secretary. 

91.  When  the  district  secretary  is  credibly  infoi'med  that  an  eligible  does  not 
desire  an  appointment  or  is  unavailable  for  appointment,  he  will  at  once  commu- 
nicate with  the  eligible  for  the  puiTpose  of  verifying  such  information,  and  if  the 
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eligible  fails  to  respond  to  sucli  communication  within  a  reasonable  time,  his 
eligibility  will  be  suspended,  subject  to  restoration  in  accordance  with  the  pro- 
cedure outlined  in  paragraph  90. 

92.  If  an  eligible  whose  name  appears  on  a  combined  clerk-carrier  register 
receives  appointment,  his  name  is  stricken  from  the  register  for  both  positions. 

93.  In  entering  charges  of  certifications  against  a  name  on  an  eligible  register, 
only  one  charge  will  be  made  in  connection  with  the  filling  of  one  vacancy.  An 
eligible  if  reached  in  his  order  is  entitled  to  certification  for  appointment  to 
three  different  vacancies  if  not  sooner  appointed.  For  example,  a  vacancy  is  to 
be  filled  by  selection  from  the  register;  eligible  number  one  is  selected  and  de- 
clines, eligible  number  four  is  selected  and  declines,  and  eligible  number  five  is 
selected  and  appointed.  In  such  case  all  the  steps  relate  to  the  filling  of  one 
vacancy.  Only  one  charge,  therefore,  should  be  made  against  the  name  of 
eligible  number  two,  and  only  one  charge  against  the  name  of  eligible  number 
three.  One  charge  is  also  entered  against  the  names  of  eligibles  who  decline, 
except  as  provided  in  paragraph  95. 

94.  Where  copies  of  registers  are  in  the  hands  of  nominating  or  appointing 
officers  in  making  an  appointment  to  fill  a  specific  position,  it  is  held  that  three 
names  will  have  been  certified  for  each  position  and  charges  will  be  made 
accordingly. 

95.  Where  a  nomination  for  appointment  fails  to  receive  the  approval  of  the 
department,  all  charges  in  connection  therewith,  including  those  against 
eligibles  who  decline,  are  removed. 

96.  Where  two  or  more  persons  are  nominated  on  the  same  date  for  substi- 
tute clerk  or  for  substitute  carrier  in  a  post  office,  the  average  percentage  of 
each  person  must  be  shown  on  the  nomination  and  the  names  entered  in  the 
order  of  percentage,  except  where  selections  are  made  from  an  original  register 
and  a  supplementary  register,  in  which  case  the  names  of  eligibles  selected 
from  the  original  register  should  appear  on  the  nomination  form,  according  to 
average,  in  advance  of  tliose  selected  from  the  supplementary  register,  although 
the  eligibles  selected  from  this  register  may  have  attained  higher  averages. 
This  is  necessary  to  aid  the  department  in  determining  the  order  of  promotion 
\o  a  regular  position,  as  required  by  the  civil-service  rules.  When  a  person  with 
preference  under  section  1754,  Revised  Statutes,  and  a  person  without  such 
preference  are  nominated  on  the  same  date,  their  names  are  to  be  entered  on 
the  nomination  in  the  order  of  percentage  and  not  in  the  order  in  which  they 
appear  on  the  register,  because  preference  is  limited  to  original  appointment 
and  does  not  extend  to  promotion.  Nominations  should  be  so  prepared,  where 
two  or  more  selections  are  made  on  the  same  date,  as  to  show  one  selection 
from  each  group  of  three  names.  If  there  is  any  doubt  on  the  part  of  a  post- 
master in  regard  to  the  manner  in  which  nominations  should  be  prepared,  he 
should  consult  with  the  district  secretary. 

97.  The  district  secretary,  upon  the  establishment  of  a  register  for  a  post 
office,  will  secure  medical  certificates  from  a  sufficient  number  of  the  highest 
eligibles  to  meet  the  needs  of  the  service.  Eligibles  will  be  notified  that  an 
opportunity  to  file  medical  certificates  is  given  them  before  their  names  are 
considered  for  appointment,  in  order  to  ascertain  whether  they  are  physically 
qualified  and  to  avoid  inconvenience  and  possible  expense  and  disappointment 
to  them  in  the  event  that  they  should  be  found  physically  disqualified  after 
selection.  If  any  of  the  eligibles  prefer,  after  having  been  given  an  opportu- 
nity to  file  medical  certificate  for  the  purpose  of  determining  their  physical  fit- 
ness, to  take  the  chances  of  failure  to  come  up  to  the  physical  requirements  at 
the  time  of  selection,  the  responsibility  will  rest  with  them  for  any  hardships 
that  may  result.    Where  medical  certificate  is  filed  by  an  eligible  prior  to  selec- 
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tion  wliich  shows  him  to  be  uuder  weight,  he  will  be  notified  immediately  by  the 
district  secretary  that  unless  he  can  show  by  reweighiug  that  he  has  reached  the 
required  weight  on  or  before  the  date  of  selection  for  appointment,  the  nomina- 
tion for  his  appointment,  if  made,  can  not  be  approved,  and  his  eligibility  will  be 
suspended  pending  his  making  up  the  difference  during  his  period  of  eligibility. 
Also  in  all  other  cases  where  the  medical  certificate  discloses  the  fact  that  any 
eligible  does  not  meet  the  physical  requirements,  the  nomination  for  the  appoint- 
ment of  such  eligible,  if  made,  will  be  disapproved,  his  name  will  be  suspended 
from  the  eligible  register,  and  the  postmaster  will  proceed  to  make  another  selec- 
tion, as  in  the  first  instance.  If,  however,  the  medical  certificate  shall  disclose 
defects  which,  although  apparently  not  sufficient  to  bar  appointment  under  the 
regulations  of  the  department,  would,  in  the  Judgment  of  the  postmaster,  render 
the  eligible  unfit  or  unsatisfactory  for  the  position  to  be  filled,  he  may  reconsider 
the  three  eligibles  and  select  one  of  the  other  two ;  but  an  eligible  so  objected  to 
can  not  be  excluded  and  the  next  lower  eligible  on  the  register  taken  up  for 
consideration  without  the  matter  first  being  presented  to  the  district  secretary 
for  consideration  and  submission,  if  necessary,  to  the  commission  and  the  ob- 
jections being  sustained. 

A  medical  certificate  furnished  in  connection-  with  one  examination  may  be 
accepted  in  lieu  of  another  medical  certificate  in  connection  with  the  next  ex- 
amination held  within  six  months. 

An  applicant  who  declines  to  go  before  a  designated  medical  examiner  for  a 
physical  examination  will  be  debarred  from  examinations  and  his  eligibility  on 
existing  registers  will  be  canceled. 

98.  Prior  to  a  person's  assignment  to  duty  as  a  clerk  or  carrier,  nomination 
for  his  appointment  should  be  forwarded  to  the  district  secretary ;  but  in 
emergency  cases  the  nomination  may  be  sent  on  the  day  the  assignment  becomes 
eftective.  This  requirement  should  be  strictly  observed,  as  an  appointment  can 
not  be  recognized  until  approved  by  the  district  secretary. 

99.  When  a  nomination  for  the  appointment  of  a  clerk  or  carrier  is  received 
by  a  local  secretary  for  transmission  to  the  district  secretary  the  number  of  the 
nomination  will  be  entered  by  the  local  secretary  in  the  space  provided  therefor 
on  the  nomination  form,  except  where  the  jacket  system  of  appointments  is  in 
eftect.  A  separate  series  of  nomination  numbers  will  be  maintained  for  each 
position — clerk,  carrier,  and  female  clerk — so  that  the  numbers  will  run  con- 
secutively for  each.  Nominations  for  temporary  appointment  should  not  be 
numbered  in  series  with  those  for  regular  appointment. 

TEMPORAEY  APPOINTMENT  IN  POST  OFFICES. 

100.  Whenever  a  temporary  appointment  is  necessary,  either  in  a  regular  or  a 
temporary  position,  selection  will  be  made  from  an  eligible  register  in  the  same 
manner  as  for  regular  appointment  if  there  is  at  least  one  eligible  suitable  and 
willing  to  accept ;  and  if  there  is  no  such  eligible,  then  selection  may  be  made  of 
a  person  whose  name  is  not  on  the  register.  In  either  case  the  postmaster  will, 
after  the  acceptance  by  the  person  selected,  nominate  him  for  temporary  ap- 
pointment to  the  department  on  the  same  nomination  form  and  in  the  man- 
ner provided  for  regular  appointment.  It  will  be  the  duty  of  the  district 
secretary  to  see  that  the  nomination  clearly  indicates  the  nature  of  the  tempor- 
ary appointment,  each  nomination  to  show  (1)  whether  the  temporary  appoint- 
ment is  made  by  selection  from  the  register, or  by  the  selection  of  some  person 
whose  name  is  not  on  the  register,  and  (2)  whether  the  selection  is  made  in 
the  absence  of  eligibles  pending  the  establishment  of  an  eligible  list,  whether  it 
is  made  when  there  are  less  than  three  eligibles  pending  the  establishment  of 
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a  full  list,  or  whether  it  is  made  for  so-called  job  employment,  as,  for  example, 
during  the  absence  of  a  regular  employee  or  during  the  holiday  or  vacation 
season  when  extra  help  Is  i-equired.  A  temporary  appointment  approved  pend- 
ing the  establishment  of  a  register  shall  not  continue  beyond  a  period  of  30  days 
after  the  receipt  by  the  postmaster  of  the  register.  The  use  of  the  word 
"  emergency "  is  discontinued  in  reporting  temporary  appointments  in  post 
offices. 

101.  Whenever  the  district  secretaiy  approves  a  selection  from  the  register 
for  the  temporary  appointment  of  a  person  whose  name  is  on  the  register  but 
not  among  the  first  three,  his  indorsement  on  the  nomination  should  show  the 
reasons  for  the  approval  of  the  selection.  Whenever  he  approves  the  selection 
for  temiwrary  appointment  of  a  person  whose  name  is  not  on  a  register,  his 
Indorsement  on  the  nomination  should  show  the  reasons  why  the  eligible  or 
one  of  the  eligibles  on  the  register,  if  any,  is  not  nominated.  Whenever  a  tem- 
porary appointment  is  appraved  by  the  district  secretary,  pending  the  establish- 
ment of  a  register,  an  examination  should  be  announced  in  accordance  with 
instructions  received  from  the  commission.  Care  should  be  exercised  to  see 
that  no  temporary  appointment  continues  for  a  longer  period  than  that  for 
which  authorized,  and  when  such  appointment  ceases  its  cessation  should  be 
promptly  reported  to  the  commission. 

102.  With  a  view  to  reducing  to  a  minimum  temporary  appointments  without 
examination,  the  district  secretary  will  encourage  the  postmaster  to  consider 
for  temporary  appointment  in  their  order  eligibles  on  any  of  the  registers  of 
suitable  grade  for  his  office.  When  the  clerk  register  is  exhausted,  temporary 
appointments  to  clerk  positions  should  be  tendered  to  the  eligibles  on  the  car- 
rier register,  and  vice  versa,  before  temporary  apix>intment  is  made  from  out- 
side of  the  register,  except  that  if  in  any  particular  case  the  district  secretary  is 
of  the  opinion,  in  view  of  the  peculiar  circumstances  existing,  that  to  insist  on 
this  requirement  would  not  be  for  the  best  interests  of  the  service,  the  post- 
master may  be  informed  merely  that  it  is  preferred,  but  not  required,  that 
eligibles  on  the  corresponding  register  be  first  considei'ed  for  temporary  appoint- 
ment. The  district  secretary,  in  reporting  his  approval  of  a  temporary  appoint- 
ment in  such  a  case,  should  state  that  it  has  been  excepted  from  the  foregoing 
requirement. 

103.  Postmasters  should  be  encouraged  to  consider  female  eligibles  for  tem- 
porary appointment  to  the  position  of  clerk  before  making  temporary  appoint- 
ment without  regard  to  examination,  unless  it  should  be  shown  that  the  char- 
acter of  the  work  is  such  that  it  can  not  be  performed  by  female  employees. 

104.  The  district  secretary  is  authorized  to  pass  upon  objections  made  under 
clause  (&),  section  1,  Rule  VII,  to  eligibles  for  temporary  appointment.  In 
passing  upon  objections  under  this  authority  the  action  of  the  district  secretary 
should  be  reported  to  the  commission,  and  the  facts  will  be  made  a  matter  of 
record  in  the  office  of  the  district  secretary,  to  be  submitted  if  called  for  by  the 
commission.  Where  the  district  secretary  is  in  doubt  as  to  whether  the  objec- 
tion should  be  sustained  the  matter  should  be  referred  to  the  commission  for 
decision,  with  a  full  statement  of  the  facts. 

105.  The  disti'ict  secretary  is  authorized  to  suspend  eligibility  upon  the  filing 
of  objections  to  eligibles  for  regular  appointment  in  cases  where  it  is  very  ap- 
parent that  the  charges  filed  are  well  founded  and  made  in  accordance  with 
the  rules  and  where  it  is  evident  that  no  injustice  will  result  to  the  eligible  by 
such  action.  A  prompt  report  should  be  made  to  the  commission  on  the  pre- 
scribed form,  showing  suspension  of  eligibility  and  reason  therefor,  followed 
immediately  by  an  investigation  of  the  charges  by  the  district  secretary.  In 
the  investigation  the  eligible  will  be  given  a  definite  time  to  show  cause,  if 
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any,  why  his  eligibility  should  not  he  canceled.  A  second  I'eport  to  the  com- 
mission will  then  be  made  showing  the  result  of  the  investigation.  If  the  ob- 
jections are  not  sustained  by  the  commission  and  if  the  eligible  has  lost  any 
certifications  as  a  result  of  the  suspension  of  his  eligibility,  his  name  will  be 
restored  to  the  head  of  the  register  and  there  retained  after  his  eligibility 
would  otherwise  expire  until  he  has  received  as  many  certifications  as  he  lost 
from  the  suspension  of  his  eligibility,  unless  he  is  sooner  certified  three  times  or 
selected  or  has  his  name  removed  from  the  register  for  some  other  cause. 

106.  When  necessity  arises  for  the  temporary  employment  of  additional 
clerks  or  carriers  in  a  post  offlce.  in  the  absence  of  substitute  clerks,  substitute 
carriers,  if  any.  may  be  assigned  to  clerical  dutes.  and  in  the  absence  of  sub- 
stitute carriers  male  substitute  clerks,  if  any,  may  be  assigned  to  carrier 
duties  without  the  approval  of  the  district  secretary. 

PROBATIONAL   APPOINTMENT   IN    SERVICES   OTHER  THAN   THE   POST  OFFICE. 

107.  When  a  vacancy  occurs  or  is  about  to  occur  in  a  position  other  than 
that  of  clerk  or  carrier  in  a  post  olHce  and  it  is  desired  to  fill  such  position 
through  examination,  the  nominating  or  appointing  officer  will  make  request 
upon  the  district  secretary  for  a  certification  of  eligibles,  which  request  should 
give  the  designation  of  the  iwsition.  sex,  salary,  place  of  employment,  and  such 
other  information  as  may  be  necessary  to  determine  the  qualifications  required 
in  the  position  to  be  filled.  Should  a  request  call  for  any  eligible  or  eligibles  by 
name,  the  district  secretary  is  authorized  to  return  it. 

For  certification  purposes,  the  names  of  eligibles  whose  examination  papers 
are  in  the  oflice  of  district  secretaries  on  the  date  on  which  a  request  for  cer- 
tification is  received  will,  in  the  case  of  small  registers,  be  considered  as  con- 
structively on  the  registers,  although  they  may  not  have  been  actually  entered 
thereon ;  this  principle  will  also  apply,  so  far  as  practicable,  to  large  registers. 

In  case  certification  is  made  by  district,  such  as  customs  or  internal-revenue 
district,  names  of  eligibles  examined  in  one  part  of  the  district  will  not  be 
certified  until  registers  are  established  from  examinations  held  in  the  district 
on  approximately  the  same  date. 

Certification  will  be  issued  in  triplicate  by  the  district  secretary,  one  copy  on 
Form  1844a  and  two  copies  on  Form  1844b.  Upon  receipt  of  the  certification, 
accompanied  by  the  papers  of  the  eligibles  certified,  the  nominating  or  appoint- 
ing officer  will  make  selection  (see  par.  145),  properly  indorse  the  copies  of 
Forms  1844a  and  1844b  in  accordance  with  instructions  contained  thereon,  make 
nomination  of  the  jierson  selecte<I  as  prescribed  by  the  department  (if  by  in- 
dorsement on  the  certificate  Form  1844a  should  be  used  for  the  purpose),  and, 
unless  otherwise  provided  by  regulation,  forward  to  the  district  secretary  the 
following:  Form  1844a,  one  copy  of  Form  1844b,  the  nomination,  the  examina- 
tion papers.  Form  124,  "  Declaration  of  Appointee,"  and  all  forms  prescribed  by 
the  department.  The  nominating  officer  will  retain  one  copy  of  Form  1844b 
as  a  record  of  certificate  and  report  thereon.  The  district  secretary  will  indorse 
and  transmit  the  nomination  to  the  department,  together  with  the  copy  of 
certificate  on  Form  1844a  and  all  forms  prescribed  by  the  department  imless 
otherwise  provided  by  regulation ;  and  will  report  the  transaction  to  the  com- 
mission, on  Form  1844c,  retaining  copy  of  the  report  in  his  offlce. 

108.  When  requests  for  certifications  of  eligibles  are  received  simultaneously 
by  the  district  secretary  from  several  nominating  or  appointing  officers,  or  when 
a  request  is  received  from  a  nominating  or  appointing  officer  while  some  of  the 
names  which  should  be  certified  are  on  certification,  the  second  group  of  three 
names  should  not  be  used  for  making  certification  on  the  second  request  until 
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;in  effort  is  made  to  secure  a  report  of  selection  from  the  certification  containing 
tlie  first  group  of  three  names.  If  there  should  be  a  delay  in  securing  a  report 
on  the  first  certification,  and  the  exigencies  of  the  service  require  the  filling  of  a 
vacancy  prior  to  the  receipt  of  such  report,  then  the  second  group  of  three  names 
may  be  certified.  This  matter  is  left  largely  to  the  discretion  of  the  district 
secretary,  who  is  in  a  position  to  determine  whether  it  is  necessary  to  certify 
the  second  group  of  three  names.  In  exercising  discretion,  consideration  should 
be  given  to  the  condition  of  registers  and  the  probable  number  of  appointments 
to  be  made  therefrom.  Where  a  register  for  a  position  contains  few  names, 
and  a  number  of  appointments  will  probably  be  made  fi-om  such  register,  there 
is  a  lilielihood  that  all  eligibles  will  be  certified.  The  action  to  be  taken  in  such 
a  case  should  not  be  made  applicable  to  a  register  containing  the  names  of  a 
large  number  of  eligibles  and  from  which  few  appointments  will  be  made,  un- 
less there  are  reasons  suflicieut  to  warrant  such  action.  It  seems  that  it  will  be 
wise  when  the  district  secretary  concludes,  in  his  discretion,  to  certify  a  later 
group  before  selection  is  made  and  reported  from  the  earlier  group,  to  accom- 
pany the  subsequent  certificate  with  a  memorandum  of  the  names  on  the  prior 
certification.  This,  too.  is  a  matter  for  the  discretion  of  the  district  secretary. 
When  a  report  of  a  selection  is  made  from  the  second  group  of  three  names,  the 
fact  should  be  reported  to  the  commission. 

109.  When  objections  are  filed  to  the  appointment  of  an  eligible  certified,  no 
action  toward  permanently  removing  his  name  from  the  register  will  be  taken 
until  the  eligible  has  been  given  an  opportunity  to  show  why  his  name  should 
not  be  so  removed,  but  his  eligibility  may  be  suspended  by  the  district  secretary 
until  final  action  is  taken.  After  investigation  of  the  objections  by  the  district 
secretai*y  a  report  will  be  made  to  the  commission  for  its  action.    ( See  par.  105. ) 

110.  Where  a  certification  of  eligibles  is  issued  to  fill  several  vacancies,  charges 
will  be  entered  against  the  names  of  eligibles  certified,-  on  the  basis  of  one 
selection  from  each  group  of  three  names.  For  example,  if  a  certificate  con- 
taining 20  names  is  issued  to  fill  12  vacancies  and  the  highest  12  names  on 
the  certificate  are  selected,  charges  should  be  entered  against  each  of  the  names 
selected  and  the  next  two  names  on  the  basis  of  one  selection  from  each  group 
of  three  names.  Should  any  names  be  passed  over  without  selection,  the 
requisite  number  of  charges,  on  the  basis  of  three  names  certified  for  each 
vacancy,  will  be  made.  Where  a  certificate  containing  the  names  of  three  eligi- 
bles is  issued  to  fill  a  specific  vacancy  and  more  than  one  selection  is  made 
therefrom,  or  when  more  than  one  selection  is  made  from  the  last  three  avail- 
able names  on  a  certificate  or  on  a  register*,  one  charge  only  is  made  against 
each  of  the  eligibles  certified.    (See  sees.  93  and  95.) 

111.  When  an  eligible  whose  name  appears  on  a  register  from  which  pre- 
liminary certification  is  made  by  tha  district  secretai-y  declines  appointment  to 
a  position  in  an  office  or  branch  of  the  service  and  in  the  locality  and  at  the 
salary  which  he  had  clearly  indicated  willingness  to  accept,  his  eligibility  will 
be  suspended,  and  he  will  not  be  certified  until  his  name  is  restored  upon  re- 
quest, accompanied  by  a  satisfactory  explanation  of  his  reasons  for  declining. 
The  usual  notice  will  be  sent  to  the  eligible  by  the  district  secretary  asking 
for  a  statement  of  the  reasons  for  his  declining  appointment  and  whether  he 
desires  to  have  his  name  restored  to  the  register  for  future  appointment.  When 
an  eligible  whose  name  appears  on  a  subclerical  register  fails  to  respond  or 
declines  appointment  to  the  position  of  messenger,  watchman,  or  skilled  laborer, 
his  name  is  removed  from  the  register  for  all  iwsitions  and  will  not  be  certified 
until  restored  in  accordance  with  the  procedure  outlined  above. 

112.  The  same  procedure  as  oi'tlined  in  paragraph  90  will  be  followed  in  cases 
where  an  eligible  fails  to  resi^ond  to  any  notice  or  inquiry  by  a  nominating 
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officer  or  representative  of  the  commission  relating  to  liis  certification  or  ap- 
pointment. 

113.  Where  the  district  secretary  is  credibly  informed  that  an  eligible  does 
not  desire  appointment  or  is  unavailable  for  appointment,  the  procedure  out- 
lined in  paragraph  91  will  be  followed. 

113  (a).  Certifications  of  eligibles  for  all  positions  of  educational  or  technical 
qualifications  in  navy  yards  or  stations  (Group  V(b)  of  employees)  are  made 
to  the  commandant  by  or  through  the  district  secretarj' ;  by  the  district  secre- 
tary in  case  of  positions  for  which  local  eligibles  are  readily  obtainable  in  all 
districts;  and  through  the  district  secretary  when  the  register  is  maintained  in 
the  office  of  the  commission  at  Washington,  after  a  general  examination  held 
throughout  the  United  States. 

TEMPORARY  APPOINTMENT  IN   SERVICES  OTHER  THAN  THE  POST  OFFICE. 

114.  Temporary  appointment  from  registers  of  eligibles  (  including  those  made 
from  lists  furnished  in  accordance  with  paragraph  116)  will  be  made  in  the 
same  manner  as  for  probatioual  appointment ;  that  is.  such  provisions  of  section 
1  of  civil-service  Rule  VII,  paragraphs  (o)  and  (&),  as  relate  to  selection  from 
each  group  of  three  names  should  be  observed. 

115.  Requests  for  authority  for,  and  nominations  and  reports  of.  temporary 
appointments  made  to  the  district  secretary  should  indicate  the  exact  nature  of 
the  temporary  appointment;  that  is,  whether  it  is  to  fill  a  position  which  is 
permanent  in  nature  and  which  is  to  be  filled  permanently  either  by  original 
appointment  through  certification  from  a  register  or  by  promotion,  reinstate- 
ment, or  transfer,  or  whether  the  appointment  is  for  job  work  or  for  filling  a 
vacancy  caused  by  the  temporary  absence  of  the  regular  employee.  The  dura- 
tion of  the  employment  should  be  given,  at  least  approximately.  The  nomina- 
tions will  also  show  all  declinations,  failures  to  accept,  and  other  data  affecting 
the  availability  of  the  eligibles  furnished  for  temporary  appointment. 

116.  Furnishing  lists  of  eligibles  for  temporary  appointment. — District  secre- 
taries will  prepare  from  the  general  registers  lists  of  eligibles  who  are  available 
for  immediate  temporary  appointment  and  will  furnish  lists  of  such  eligibles  to 
local  secretaries  at  cities  where  there  is  likely  to  be  need  for  temporary  em- 
ployees and  will  advise  all  nominating  or  appointing  officers  at  such  places  to 
whom  requests  should  be  made  for  eligibles.  District  secretaries  will  also  fur- 
nish lists  of  such  eligibles  to  nominating  or  appointing  officers  at  places  where 
there  are  no  local  secretaries,  if  there  is  likely  to  be  need  for  temporary  em- 
ployees. District  secretaries  will  advise  the  local  secretaries  and  nominating 
or  appointing  officers,  who  have  been  furnished  lists,  of  all  changes  affecting 
the  availability  of  the  eligibles  for  immediate  temporary  appointment.  The 
term  "  nominating  officer,"  as  it  appears  in  this  paragraph  and  in  paragraphs 
117  to  122,  inclusive,  applies  to  all  officers  who  have  been  authorized  to  make 
selection  for  probational  or  temporary  appointment. 

117.  Temporary  appointment  pending  permanent  appointment. — When  the 
public  interest  requires  that  a  vacancy  in  a  position  shall  be  filled  before  proba- 
tional appointment  can  be  made  as  a  result  of  certification,  the  nominating  or 
appointing  officer  shall  first  make  request  for  certification  of  eligibles  for  pro- 
bational appointment,  and  then  shall  make  selection  in  accordance  with  para- 
graph 114  from  the  list  of  eligibles  furnished  or  to  be  obtained  under  paragraph 
116;  but  where  in  any  case  a  nominating  or  appointing  officer  finds  that  there 
is  no  eligible  available,  as  provided  in  paragraph  116,  or  if  the  eligibles  fur- 
nished decline  or  fail  to  accept,  he  may  make  a  temporary  appointment  outside 
the  register  for  such  period  as  may  be  necessary  to  select  and  appoint  a  person 
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probationally  to  tlie  position ;  but  in  no  case,  except  as  provided  iu  paragraph 
122,  shall  such  temporary  appointment  ( whether  from  a  register  or  outside  a 
register)  extend  beyond  30  days  from  the  receipt  by  the  nominating  or  appoint- 
ing officer  of  a  certiiication  of  eligibles  for  probational  appointment.  Tempo- 
rary appointment  pendiug  the  filling  of  a  position  by  promotion,  reinstatement, 
or  transfer  shall  be  made  in  like  manner,  and  shall  not,  except  as  provided  in 
paragraph  122,  extend  beyond  30  days  from  the  receipt  by  the  appointing  officer 
of  the  commission's  cei'tificate  for  such  promotion,  reinstatement,  or  transfer, 
or  beyond  a  period  of  30  days  from  the  date  of  entrance  upon  duty  of  the 
temporary  appointee  when  the  promotion  or  transfer  does  not  require  the 
commission's  certificate. 

Noniin.ntion  for  temporary  appointment  under  this  section  is  to  be  promptly 
forwarded  to  the  district  secretary;  is  to  be  made  in  the  same  manner  as  for 
probational  appointment  (see  par.  107)  ;  and  is  to  refer  to  the  request  for  cer- 
tification for  probational  appointment,  recommendation  for  promotion,  rein- 
.statement,  or  transfer,  or  to  other  action  talven  for  filling  the  vacancy. 

118.  Temporary  appointment  pending  estaWishnicnt  of  register  and  eertiflca- 
tion  of  eligihles. — In  accordance  with  the  provisions  of  paragraph  117  tem- 
porary appointment  to  a  position  for  which  there  are  no  eligibles  may  be  made 
on  condition  that  the  person  so  appointed  make  application  for  tlie  examination 
when  announced,  but  shall  continue  only  for  such  period  as  may  be  necessary 
to  make  probational  appointment  through  certification,  and  in  no  case,  except 
;is  provided  in  paragraph  122,  shall  continue  beyond  30  days  from  the  receipt  by 
tlie  nominating  or  appointing  officer  of  the  certification  of  eligibles. 

119.  Temporary  appointment  from  register  pending  full  certification. — When 
there  is  at  least  one  eligible  and  not  more  tlian  two  eligibles  on  a  register  for 
a  position  in  which  a  vacancy  exists,  the  district  secretary  shall,  upon  requisi- 
tion from  the  nominating  or  appointing  officer,  certify  the  name  of  the  one 
eligible  or  the  names  of  the  two  eligibles,  which  shall  be  considered  by  the 
nominating  or  appointing  officer  with  a  view  to  probational  appointment ;  and 
if  the  appointing  officer  shall  elect  not  to  make  probational  appointment  from 
•such  certification  of  less  than  three  names,  then,  if  temporary  appointment  is 
required,  it  shall  be  made  from  such  certificate,  unless  reasons  satisfactoi-y  to 
the  district  secretary  are  given  why  such  appointment  should  not  be  made. 
Such  temporary  apiwintment  may  continue  until  three  eligibles  are  provided. 
If  selection  is  not  made  from  the  certificate  for  either  probational  or  temporary 
appointment  under  the  provisions  of  this  paragraph,  then  temporary  appoint- 
ment, if  required,  may  be  made  in  accordance  with  the  provisions  contained  in 
paragraph  118. 

120.  Temporary  appointment  for  job  employment. — When  there  is  work  of  a 
temporary  character,  at  the  completion  of  which  the  services  of  an  additional 
employee  will  not  be  required,  a  temporary  appointment  may  be  made,  with  the 
prior  consent  of  the  district  secretary  or  as  provided  in  this  paragraph,  for  a 
period  not  to  extend  beyond  three  months.  Such  temporary  appointment  shall 
be  made  through  certification  from  an  eligible  register  or  by  selection  from  a 
list  of  available  eligibles  provided  under  paragraph  116,  appointment  to  be 
made  in  accordance  with  paragraph  114.  But  where  in  any  case  a  nominating 
or  appointing  officer  finds  that  there  is  no  eligible  available,  as  provided  in 
paragraph  116,  or  if  the  eligibles  furnished  decline  or  fail  to  accept,  he  may 
make  selection  for  temporary  appointment  outside  of  the  register  for  a  period 
not  to  extend  beyond  three  months  without  tlie  prior  consent  of  the  district 
secretary.  The  nomination  for  apiwintment  under  this  paragraph  must  show 
all  the  circumstances,  as  required  by  paragraphs  115  and  121,  and  should  be 
forwarded  immediately  to  the  district  secretary.    In  lieu  of  formal  nomination 
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for  job  employment  not  to  extend  beyond  30  days,  when  waived  by  depart- 
mental regnlation,  written  report  of  such  employment,  which  must  show  all  the 
circumstances  required  by  paragraphs  115  and  121.  should  be  promptly  for- 
warded to  the  district  secretary.  No  extension  of  temporary  appointment 
under  this  paragraph  shall  be  made  except  as  provided  in  paragraph  122. 

121.  Nature  of  duties  and  period  of  jol)  appoint mmt. — lu  order  that  the  dis- 
trict secretary  may  treat  intelligently  all  requests  for  authority  for  temporary- 
appointments  for  job  employments  or  nominations  for  such  appointments  either 
\>y  certification  from  registers  (including  selections  from  the  lists  furnished 
in  accordance  with  paragraph  IIG)  or  by  permitting  temporary  appointment 
without  certification,  nominating  or  appointing  officers  should  advise  the  district 
secretary  fully  and  explicitly  of  the  duties  to  be  performed  by  such  appointees 
and  the  actual  or  probable  duration  of  the  employment  at  the  time  application 
or  nomination  is  made,  and  certify  that  the  work  on  which  the  person  to  be 
employed  is  temporary  in  nature  and  that  at  the  completion  of  this  work  the 
services  of  the  employee  in  the  position  will  no  longer  be  required. 

122.  Extension  of  temporary  appointment. — The  prior  approval  of  the  district 
secretary  is  recjuired  for  extension  of  temporary  appointment : 

(1)  Pending  the  filling  of  a  position  through  certification  from  a  register, 
promotion,  reinstatement,  or  transfer. 

(2)  For  job  employment  originally  made  under  paragraph  120  for  less  than 
three  months. 

(3)  For  job  employment  outside  the  register  made  for  three  months  under 
paragraph  120  without  the  prior  consent  of  the  district  secretary. 

General  authority  is  given  for  the  extension  beyond  three  months  for  an 
additional  period  not  to  exceed  three  months  of  job  appointments  originally 
made  for  three  months  through  certification  from  registers  (including  those 
made  under  paragraph  120  from  lists- provided  in  accordance  with  iiaragi"aph 
316)  or  made  for  three  months  in  the  absence  of  eligibles  under  the  prior 
authority  of  the  district  secretary.  All  such  extensions  beyond  three  months 
shall  be  formally  reported  to  the  district  secretai-y  when  made,  with  a  state- 
ment as  to  the  necessity  therefor. 

The  prior  approval  of  the  comndssion,  through  the  district  secretary,  is  re- 
quired for  extension  of  temporary  job  appointment  under  paragraph  120  beyond 
a  period  of  six  months.  Such  extension  can  only  be  authorized  for  the  purpose 
of  completing  the  job  of  work  for  which  the  person  was  originally  employed. 
District  secretaries  are  authorized  to  extend  .such  temporary  job  employments 
beyond  six  months  when  there  are  no  eligibles  available  for  the  additional 
period.  Nominating  or  appointing  officers,  in  requesting  such  extensions,  will  be 
required  to  certify  that  the  extension  is  necessary  for  the  completion  of  the 
particular  job  of  work,  and  should  be  careful  not  to  continue  a  temporary 
appointment  for  job  work  beyond  six  months  Avithout  authority;  otherwise 
payuaent  for  service  maj-  be  disallowed. 

REGISTERS  FOR  NONTEDUOATIONAL  POSITIONS. 

123.  District  secretaries  are  members  of  boards  of  examiners  rating  nonedu- 
cational  examination  papers  and  establishing  registers  for  the  following  serv- 
ices:  Engineer  Department  at  large:  Ordnance  Department  at  large:  light- 
house Service:  Quartermaster  Corps,  Philadelphia  depot  (third  district)  :  and 
navy-yard  service.  Local  boards  for  the  following  services  are  not  at  the 
present  time  included  under  the  district  system  :  Reclamation  Service,  Indian 
irrigation  and  allotment  services.  Public  Health  Service,  Government  Hosjiital 
for  the  Insane,  and  Freedman's  Hospital,  Washington,  D.  C.    Registers  are 
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luaiutained  in  offices  of  district  secretaries  for  services  without  local  boards 
of  examiners,  such  as  the  custodian  service,  the  Quartermaster  Corps,  etc.,  and 
for  services  such  as  the  Engineer  Department  and  Lighthouse  Service,  for  posi- 
tions common  to  these  and  other  branches  of  the  public  service  in  one  locality 
for  which  special  reg:ulations  so  provide.  Registers  for  all  noneducatioual 
positions  for  the  Ordnance  Department  at  Large  are  maintained  by  the  local 
boards  of  examiners  for  that  department. 

re:gisters  maintained  by  district  secbetaeies. 

124.  Registers  maintained  l)y  district  secretaries  are  established  in  the 
following  manner : 

As  soon  as  practicable,  after  the  1st  of  Januai-y,  April,  July,  and  October 
of  each  year,  or  oftener  if  the  needs  of  the  service  so  require,  the  district  sec- 
retary will  rate  application  papers  received,  and  properly  filled  out,  from  appli- 
cants for  positions  for  which  applications  are  accepted  by  him  at  all  times, 
and  prepai-e  a  complete  list  of  eligibles  for  each  of  the  positions,  forwarding 
copy  of  the  register  to  the  commission  prepared  on  card  form,  together  with 
list  of  eligibles  and  ineligibles  on  Form  1946.  Rating  of  inehgibles  will,  when 
determined,  be  shovni  on  the  report.  The  same  action  will  be  taken  in  cases 
of  specially  announced  examinations  on  the  date  set  in  the  announcement. 

125.  The  place  of  registration  of  an  eligible  will  be  the  localit.v  for  which 
examined  or  for  which  application  is  tiled  if  the  applicant  resides  in  the 
vicinity  of  such  place  or  presents  himself  before  the  local  board  of  examiners 
(or,  in  the  absence  of  a  local  board,  the  employing  officer)  and  secures  a  certifi- 
cate from  a  local  board  (or  employing  officer)  showing  the  date  on  which  he 
appeared  ;md  files  such  certificate  with  the  district  secretary.  Such  presenta- 
tion may  be  on  or  about  the  time  of  filing  application  or  at  any  time  during  the 
period  of  eligibility.  An  eligible  who  does  not  live  in  the  vicinity  of  a  place 
of  registration  or  who  has  not  presented  himself  there  as  prescribed  will  be 
regarded  as  a  iwssible  eligible  for  the  district,  not  to  become  an  actual  eligible 
until  he  complies  with  the  requirements  as  to  becoming  readily  available  for 
certification.  If  an  eligible  presents  himself  before  boards  in  more  than  one 
civil-service  district,  he  should  elect  in  which  district  he  will  be  eligible,  but 
in  the  absence  of  a  choice  the  last  place  at  which  he  resides  or  presents  himself 
vdll  be  regarded  as  his  place  of  registration. 

126.  Nominations  and  appointments  will  be  made  from  noneducatioual  regis- 
ters maintained  in  offices  of  district  secretaries  in  the  same  manner  as  from 
educational  registere,  unless  regulations  for  any  service  provide  otherwise. 

127.  When  a  noneducatioual  register  which  has  been  maintained  in  the 
office  of  a  district  secretary  for  any  locality  as  common  to  two  or  more  services 
ceases  to  be  used  by  services  other  than  one  for  which  a  local  board  would 
establish  the  register,  the  district  secretary  may,  in  his  discretion,  transfer  the 
register  and  applications  for  the  position  when  received  to  the  local  board. 
Such  register  may,  however,  be  recalled  and  a  common  register  may  again  be 
established  when  eligibles  are  needed  for  another  seiwice,  but  after  apixiint- 
ment  h;is  been  made  in  this  other  service  the  register  may  again  be  turned  over 
to  the  local  board  for  future  appointments.  This  is  left  to  the  discretion  of 
the  district  secretary,  but  reports  of  the  action  taken  will  be  made  to  the 
commission  by  means  of  Form  1794  when  such  transfers  of  registers  are  made. 

REGISTERS  MAINTAINED  BY  LOCAL  BOARDS. 

128.  Registers  maintained  by  local  boar-ds  are  established  in  accordance  with 
instructions  contained  in  special  regulations.    The  following  information  for 
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these  services  is  compiled  for  general  reference  and  will  be  a  guide  to  local 
boards  and  district  secretaries  in  matters  not  fully  covei'ed  in  the  separate 
regulations  for  each  service. 

Lists  of  eligibles  will  be  prepared  by  the  local  board  quarterly  unless  the 
needs  of  the  service  do  not  warrant  the  establishment  of  registers  that  often. 
The  local  board  is  empowered  to  suspend  the  receipt  of  applications  for  any 
position  until  eligibles  are  needed,  when  si>ecial  announcement  is  to  be  made 
that  applications  for  such  positions  will  be  received  up  to  a  date  to  be  stated 
in  the  announcement. 

129.  An  applicant  who  at  the  time  of  filing  his  application  is  not  living  in 
the  vicinity  of  the  place  at  which  he  seeks  employment  may  not  have  his  name 
entered  on  the  local  boai'd  register  until  he  appears  before  the  local  board  in 
person,  but  when,  after  due  opportunity  for  examination,  the  number  of  quali- 
fied applicants  for  any  noneducational  examination  living  in  the  vicinity  of  the 
place  of  employment  is  insufficient  to  meet  the  needs  of  the  service  the  board 
may  waive  this  requirement  and  enter  upon  the  register  the  names  of  a  suflS- 
cient  number  of  qualified  applicants  living  nearest  to  the  place  of  employment. 
An  applicant  may  appear  before  the  secretary  of  the  board  or  some  local  mem- 
ber thereof.  In  cases  where  there  is  no  board  or  local  member  at  the  place  of 
employment  an  employee  at  such  place  of  employment  may  be  designated  ae 
member  for  the  purposes  of  the  local  presentation  of  applicants. 

130.  The  local  boards  in  making  up  eligible  registers  will  indicate  thereon 
any  qualifications  possessed  by  the  eligibles  which  may  be  considered  as  special. 
Selections  of  eligibles  based  on  presumably  special  qualifications  may  not  be 
approved  unless  such  qualifications  are  shown  on  the  register  and  selection 
made  in  proper  order. 

131.  Selection  to  fill  the  first  vacancy  must  be  made  from  not  more  than  the 
highest  three  names  on  the  appropriate  register.  For  the  second  vacancy  se- 
lection must  be  made  from  not  more  than  the  highest  three  remaining  who  have 
not  been  within  reach  for  three  separate  vacancies.  The  third  and  any  addi- 
tional vacancies  must  be  filled  in  like  manner.  An  eligible  who  has  been 
within  reach  for  three  separate  vacancies  in  his  turn  and  not  selected  need 
not  be  further  considered.  Charges  in  comiection  with  selections  will  be 
entered  against  the  names  of  eligibles  in  the  manner  outlined  in  paragraph  94. 

132.  Unless  otherwise  provided  by  regulations,  monthly  reports  of  changes,  in 
triplicate,  showing  probationary  and  temporary  appointments  in  noneducational 
and  unclassified  positions,  will  be  forwarded  by  the  local  departmental  official 
to  the  district  secretary,  who,  after  checking  appointments  made  to  noneduca- 
tional and  unclassified  positions  with  his  copy  of  the  register,  and  recording- 
appointments  to  and  separations  from  positions  excepted  from  examination 
under  paragraph  12,  Subdivision  I  of  Schedule  A,  will  forward  two  copies  direct 
to  the  department  or  bureau  at  Washington,  retaining  one  copy.  The  depart- 
ment or  bureau  will  forward  one  copy  to  the  commission.  Exceptions  to  ir- 
regular appointments  will  be  noted  by  letter  fomarded  by  the  district  secretary 
with  the  reports,  and  steps  will  then  be  taken  with  the  local  nominating  ofBcer 
looking  toward  satisfactory  adjustment. 

QUARTERMASTEK  CORPS. 

133.  Noneducational  registers  are  not  maintained  by  local  boards  except  for 
the  Philadelphia  depot  (formerly  the  Schuylkill  Arsenal). 

Temporary  appointments  of  civilians  in  the  Quartermaster  Corps. — Temporary 
employments  in  positions  in  the  Quartermaster  Corps  which  are  filled  by  the 
employment  of  civilians  pending  the  assignment  of  enlisted  men  are  regarded 
as  falling  under  section  1  of  Rule  VIII.   General  authority  constituting  the  prior 
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approval  of  the  commission  is  granted  for  such  temporary  employment  for  a 
period  of  three  months,  with  the  privilege  of  an  extension  for  a  further  period 
of  three  months  by  reporting  the  extension  to  the  commission  or  district  sec- 
retary when  made.  Extensions  beyond  six  months  require  the  prior  approval 
of  the  commission  direct  or  through  the  district  secretary,  and  the  request  for 
such  extension  will  indicate  the  steps  which  have  been  taken  looking  toward  the 
securing  of  an  enlisted  man  to  replace  the  temporary  appointee  and  whether  it 
is  believed  practicable  to  secure  an  enlisted  man  for  the  position.  If  it  is 
found  impracticable  to  fill  the  position  by  enlistment,  there  will  be  indicated 
in  the  request  the  manner  in  which  it  is  proposed  to  iill  the  position  under  the 
civil-service  rules,  and  temporary  appointment  beyond  the  six  months  will 
then  be  permitted  for  a  period  of  not  to  exceed  30  days  from  the  receipt  of  a 
certification,  under  section  1  of  Rule  VIII. 

ORDNANCE  DEPARTMENT  AT  LAEGE. 

134.  Registers  are  prepared  on  the  commission's  Form  1840,  in  triplicate,  one 
copy  to  be  kept  by  the  local  board  and  two  copies  to  be  forwarded  to  the  district 
secretary,  who  will  forward  one  copy  to  the  commission.  The  dates  for  quar- 
tei'ly  ratings  of  noneducational  papers  are  the  1st  of  January,  April,  July,  and 
October.  ( See  Form  1904,  "  Instructions  to  Boards  of  Examiners,  Ordnance 
Department  at  large.") 

135.  Applications  are  received  by  district  secretaries  at  any  time  for  examina- 
tion for  the  positions  of  mechanical  draftsman  and  apprentice  draftsman,  which 
are  of  the  educational  but  nonassembled  class.  The  papers  of  the  examinations 
and  the  drawings  submitted  will  be  forwarded  to  the  commission  for  rating  as 
the  needs  of  the  service  require.  When  no  eligibles  are  secured  as  a  result  of 
an  examination  held  to  fill  a  vacancy  in  a  particular  establishment,  eligibles 
on  the  register  for  another  establishment  may  he  certified  to  fill  the  vacancy. 

Boards  of  examiners  are  located  at  the  following  places : 
-    First  (listrk-t. — Springfield,  Mass. ;  Watertown,  Mass. 

Second  district. — Dover,  N.  J.  (Picatinny  Arsenal)  ;  Fort  H&ncock,  N.  J. 
(Sandy  Hook  Proving  Ground)  ;  New  York,  N.  Y. ;  Watervliet,  N.  Y. 

Third  district. — Philadelphia,  Pa.  (Frankford  Arsenal). 

Fifth  district.— AugmtSi,  Ga. 

Seventh  district. — Rock  Island,  111. 

Ten  til  distr  ict. — San  Antonio,  Tex. 

Tivelfth  district.— Bemcia.  Gal. 

ENGINEER  DEPARTMENT  AT  LAEGE. 

1.36.  Registers  are  prepared  on  the  commission's  Form  1434,  one  copy  to  be 
retained  by  the  local  board,  one  to  be  furnished  each  appointing  officer  in  the 
engineer  district,  and  two  copies  to  be  forwarded  to  the  district  secretary,  who 
will  forward  one  copy  to  the  commission.  The  dates  for  quarterly  ratings  of 
noneducational  papers  are  the  1st  of  January,  April,  July,  and  October.  (See 
Form  1866,  "  Instructions  to  Boards  of  Examiners,  Engineer  Department  at 
Large.") 

For  positions  which  are  peculiar  to  the  Engineer  Department  at  Large  sepa- 
rate local  registers  will  be  maintained  for  each  engineer  district,  and  when 
employees  are  needed  in  connection  with  engineering  work  to  be  done  at  points 
outside  the  immediate  vicinity  of  the  headquarters  of  the  district  separate 
registers  of  local  eligibles  may  be  maintained  for  such  positions  as  the  service 
may  need. 
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Boards  of  examiners  are  located  at  the  following  places : 

First  district. — Boston,  Mass. ;  New  London,  Conn. ;  Newport,  R.  I. 

Second  district. — Buffalo,  N.  Y. ;  New  York,  N.  Y. 

Third  district. — Philadelphia,  Pa.;  Pittsburgh,  Pa.;  AYilmington,  Del. 

Fourth  district. — Baltimore,  Md. ;  Norfolk,  Va. ;  Washington,  D.  C. ;  Wheeling, 
W.  Va.;  Wihuington,  N.  C. 

Fifth  district. — Charleston,  S.  C. ;  Jacksonville,  Fla. ;  Memphis,  Tenn. ;  Mobile, 
Ala.;  Montgomery.  Ala.;  Nashville.  Tenn.;  Savannah,  Ga. ;  Vicksburg.  ;\riss. 

Si-xth  district. — Cincinnati,  Ohio ;  Cleveland.  Ohio ;  Louisville,  Ky. 

Seventh  district. — Chicago.  111.;  Detroit,  Mich.;  Grand  Rapids,  ;\Iich. ;  Mil- 
waukee, Wis. ;  Rock  Island,  111. 

Eighth  district. — Duluth,  Minn.;  St.  Paul,  Minn. 

Ninth  district. — Kansas  City,  Mo. ;  Little  Rock.  Ark. ;  St.  Louis,  Mo. 

Tenth  district. — Dallas,  Tex.;  Galveston,  Tex.;  New  Orleans,  La. 

Eleventh  district. — Portland,  Oreg. ;  Seattle,  Wash.;  Yellowstone  Park,  Wyo. 

Tivelfth  di strict. -^IjOS  Angeles,  Cal. ;  San  Francisco,  Cal. 

Porto  Rico. — San  Juan,  P.  R. 

Hawaii. — Honolulu,  Hawaii. 

LIGHTHOUSE  SERVICE. 

1.37.  Registers  are  prepared  on  the  Department's  Form  202  in  triplicate,  one 
copy  to  be  retained  by  the  local  board  and  two  copies  to  be  forwarded  to  the 
district  secretary,  who  will  forward  one  copy  to  the  commission.  The  dates 
for  quarterly  ratings  of  noneducational  papers  are  the  1st  of  February,  May, 
August,  and  November.  ( See  Appendix  "  B,"  Regulations  for  the  Lighthouse 
Service. ) 

•Nominations  for  appointments  to  noneducational  positions  in  the  Lighthouse^ 
Service  (except  those  under  the  field  construction  force)  require  the  approval 
of  the  district  secretary.  These  will  be  handled  as  nearly  as  possible  like 
nominations  for  clerk-carrier  positions  in  the  Post-Office  Service;  that  is,  selec- 
tions will  be  reported  to  the  commission  by  means  of  service  record  cards, 
declinations  and  failures  to  respond  by  means  of  Form  1794,  and  restorations 
by  means  of  Form  1705.  The  usual  report  on  certificate  will  be  forwarded  when 
such  positions  are  filled  through  certification  issued  from  registers  maintained 
in  the  office  of  the  district  secretary.  The  nominations  will  be  forwarded 
promptly  if  the  eligible  selected  is  within  reach  of  appointment,  in  order  that 
the  appointment  may  be  formally  made  before  the  eligible  selected  is  assigned 
to  duty.  Any  err^r  made  in  connection  with  charging  certifications,  when 
selection  is  regularly  made,  will  be  adjusted  between  the  district  secretary  and 
tlie  inspector  after  the  nomination  is  forwarded. 

Boards  of  examiners  are  located  at  the  following  places  (the  number  showing 
the  lighthouse  district)  : 

First  district. — Boston.  Mass.  (2)  ;  Portland,  Me.  (1).  ,  .. 

Second  district.— BuStxIo,  N.  Y.  (10)  ;  Tompldnsville,  N.  Y.  (3). 

Third  dis^ricf.— Philadelphia,  Pa.  (4). 

Fourth  district. — Baltimore,  Md.  (5). 

Fifth  r/i-s/nc^.— Charleston,  S.  C.  (6)  ;  Key  West.  Fla.  (7). 
Sixth  district. — Cincinnati,  Ohio  (14). 

Seventh   district.— Chicago.   111.    (12);   Detroit,   Mich.    (11);   Rock  Lsland, 
111.  (1.3). 

^'inth  district.— ^t.  \.o\ns.  Uo.  (15). 

Tenth  district. — New  Orleans,  La.  (8).  .  .  '  ■ 

Eleventh  district. — Ketchikan,  Alaska  (16)  ;  Portland,  Oreg.  (17). 
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Twelfth  district. — Sau  Francisco,  Gal.  (18). 
Porto  Rico.— San  Juan,  P.  R.  (9). 
Hawaii. — Honolulu,  Hawaii  (19). 


NAVY-YARD  SERVICE. 


138.  A  single  copy  of  registers  is  prepared  on  Navy  Department  Form  5a 
and  is  maintained  by  the  labor  board.  Selections  will  not  be  reported  through 
the  office  of  the  district  secretary,  but  the  registers  and  other  records  of  the 
Labor  board  shall  be  open  to  the  inspection  of  the  district  secretary  or  other 
representative  of  the  comnjisslon  at  any  time.  The  dates  for  quarterly  ratings 
of  noneducational  papers  are  the  1st  of  January.  April,  July,  and  October.  (See 
Form  2016,  "Instructions  to  Labor  Boards  at  Navy  Yards.") 

Labor  boards  are  located  at  the  following  places: 

First  district. — Boston,  Mass. ;  Portsmouth.  N.  H. ;  Newport,  R.  I. 

iiecond  district. — lona  Island,  N.  T. ;  Lake  Denmark.  N.  J. ;  New  York,  N.  T. 

Third  district. — Philadelphia,  Pa.  (Navy  Yard  and  Marine  Corps). 

Fourth  district. — Annapolis,  Md. ;  Indianhead.  Md. ;  Norfolk.  Va. ;  Wash- 
ington, D.  C. 

Fifth  district.— Charleston.  S.  C. ;  Key  West.  Fla. 

Seventh  district. — Great  Lakes,  111. 

Eleventh  district. — Bremerton,  Wash.  (Puget  Sound  Navy  Y'ard). 
Twelfth  district.— VSiWa^o,  Gal.  (Mare  Island  Navy  Yard). 
HoAoaii. — Honolulu,  Hawaii. 


139.  Selections  will,  whenever  possible,  be  made  from  registers  established 
for  the  Engineer  Department  at  large  and  reported  in  the  same  manner  as 
appointments  in  that  department.  For  positions  for  which  the  local  engineer 
board  has  no  eligibles  certification  will  be  made  by  the  district  secretary. 
Reports  of  selections  for  noneducational  positions  will  be  made  to  the  com- 
mission by  district  secretaries  by  means  of  Form  1794  and  service-record  card. 
Temporary  appointment  without  examination  for  construction  and  repair  work 
will  be  approved  by  district  secretaries  for  three  months,  and  may  be  extended 
for  such  additional  part  of  three  months  as  necessary  if  there  are  no  eligibles 
available  for  certification. 


140.  Eligible  registers  for  unskilled  laborers  in  field  services  are  maintained 
for  the  following  cities: 


141.  The  district  secretaries,  upon  the  completion  of  the  physical  examina- 
tions, will  enter  upon  registers,  by  sex,  the  names  of  eligibles  rated  at  85  or 
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UNSKILLED  LABORERS. 


Allegheny,  Pa. 
Atlanta,  Ga. 
Baltimore,  Md. 
Boston,  Mass. 
Brooklvn,  N.  Y. 
Buffalo,  N.  Y. 
Chicago.  111. 
Cincinnati,  Ohio. 
Cleveland,  Ohio. 
Columbus,  Ohio. 
Covington,  Ky. 
Denver,  Colo. 
I^etrolt,  Mich. 
Fortress  Monroe,  Va. 


Indianapolis,  Ind. 
Jeffersonville,  Ind. 
Kansas  City,  Kans. 
Kansas  City,  Mo. 
Los  Angeles,  Gal. 
Louisville,  Ky. 
Milwaukee,  Wis. 
Minneapolis,  Minn 
Newark,  N.  J. 
New  Orleans,  La. 
Newport  News,  Va. 
New  York,  N.  Y. 
Norfolk,  Va.,  and  vicinity. 
Oakland,  Gal. 


Omaha,  Nebr. 
Philadelphia,  Pa. 
Pittsburgh,  Pa. 
Portland,  Me. 
Portland,  Oreg. 
Providence,  R.  I. 
St.  Louis,  Mo. 
St.  Paul,  Minn. 
San  Antonio,  Tex. 
San  Francisco,  Gal. 
Seattle,  Wash. 
Toledo,  Ohio. 
Washington,  D.  G. 
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more,  as  follows:  Male  eliglbles  ( « )  persous  honorably  discliargeil  from  the 
Army  or  Na^-y  of  the  United  States  by  reason  of  wounds  or  disability  incurred 
in  line  of  duty  in  the  order  of  their  piiysical  rating;  (&)  honorably  discharged 
veterans  of  the  Civil  War  in  the  order  of  their  physical  rating:  (c)  all  others 
in  order  of  physical  rating.  Female  eligibles  will  be  entered  on  the  registers 
in  the  order  of  physical  rating.  The  period  of  eligibility  is  one  year  from  the 
date  of  entry  upon  the  register. 

142.  Any  position  or  employment  of  u  mere  laborer  or  workman  in  the  un- 
classified service  in  Federal  offices  in  the  cities  mentioned  above,  unless  filled 
by  reinstatement,  transfer,  promotion,  or  reduction,  will  be  filled  by  selection 
from  the  appropriate  register.  Appointments  to  unskilled  laborer  positions  ai'e 
made  in  the  same  manner  as  to  competitive  positions.  In  cities  where  there 
are  two  or  more  nominating  officers  an  eligible  is  entitled  to  three  certifica- 
tions to  each  nominating  officer.  A  custodian  having  charge  of  more  than  one 
building  is  regarded  as  a  single  officer. 

143.  When  the  principal  duties  pertaining  to  a  position  are  of  the  sort  per- 
formed by  employees  who  by  reason  of  such  duties  are  classified  in  any  part 
of  the  service,  the  position,  by  virtue  of  that  fact  alone,  should  be  treated  as 
classified.  Certification  from  the  unskilled  laborer  registers  should  not  be 
made  by  the  district  secretaries  until  they  are  satisfied  that  tlie  principal 
duties  of  a  position  designated  laborer  are  such  that  it  can  not  properly  be 
treated  as  classified.  A  general  statement  that  the  duties  are  manual  labor, 
unskilled  labor,  or  unclassified  work  is  not  sufficient,  being  in  effect  a  conclu- 
sion rather  than  data  on  which  to  base  a  conclusion. 

143  (a).  Form  1.372,  "Instructions  to  Applicants,"  is.sued  through  the 
offices  of  district  secretaries,  contains  general  information  for  each  civil-service 
district  (see  .sec.  4)  concerning  applications,  examinations,  registers,  eligibility, 
and  certification,  and  will  be  found  useful  as  a  supplement  to  this  pamphlet. 

GENERAL  INFORMATION. 

144.  The  civil-service  act  provides  that  whenever  there  are  two  or  more 
members  of  a  family  in  the  public  service  in  the  grades  covered  by  that  act 
no  other  member  of  such  family  shall  be  eligible  to  appointment  to  any  of 
the  said  grades.  The  Attorney  General,  on  May  25,  1907,  rendered  a  decision 
that  where  two  or  more  members  of  a  family  are  in  the  public  service  in  the 
grades  covered  by  the  civil-service  act  the  commission  is  authorized  and  re- 
quired to  withhold  from  certification  the  name  of  any  other  member  of  such 
family.  Applications  will  be  accepted  from  such  persons,  but  their  names  will 
not  be  certified  so  long  as  two  or  more  members  of  their  family  are  in  the 
service. 

A  person  shown  by  his  application  not  to  have  more  than  one  member  of  his 
family  so  employed  and  who  is  therefore  apparently  eligible  for  certification 
and  appointment  may  become  ineligible  through  the  appointment  of  other  mem- 
bers of  his  family  subsequent  to  the  filing  of  his  application.  Every  eligible 
is  therefore  required  to  promptly  inform  the  district  secretary  when  any  addi- 
tional members  of  his  family  are  appointed  to  the  classified  service.  If  he 
fails  to  thus  notify  the  district  secretary,  and  there  results  a  tender  of  appoint- 
ment which  he  accepts,  his  appointment  is  illeg;il  if  two  members  of  his  family 
are  then  employed  in  the  classified  service,  and  any  exi)ense  incurred  in  report- 
ing for  duty  or  otherwise  will  be  at  his  own  risk. 

145.  Nominating  officers  will  be  able  to  make  more  expeditious  selection  from 
a  certification  of  eligibles  by  writing  to  each  eligible  certified  by  means  of  Form 
1992,  if  it  is  deemed  necessary,  as  soon  as  the  certificate  is  received,  giving  them 


40 


an  opportunity  and  a  reasonable  time  to  express  in  person  or  in  writing  their 
willingness  or  unwillingness  to  accept  appointment  if  tendered,  for  the  reason 
that  when  one  eligible  declines,  information  concerning  others  will  in  most 
cases  be  immediately  at  hand,  thus  obAiating  the  necessity  of  a  second  cer- 
tification. 

146,  District  secretaries  are  authorized  to  approve  all  selections  for  pro- 
bational  appointment,  temiiorary  appointment  when  selection  is  made  from  reg- 
ister, temporary  appointment  when  no  register  exists,  and  for  promotion  when 
selection  is  made  from  a  promotion  register.  Nominations  showing  other 
changes  will  be  forwardwl  l>y  nominating  ofHcers  direct  to  the  heads  of  their 
departments. 

147.  District  secretaries  are  authiirized  to  pass  upon  claims  of  preference 
in  cases  where  they  have  received  reports  from  tlie  commission  covering  the 
same  cases. 

14S.  Nominations  for  the  Customs.  Custodian,  Internal-Revenue,  Mint  and 
Assay,  and  Subtroasury  Services  will  be  made  in  duplicate,  jind  after  ajiproval 
by  the  Treasury  Department  one  copy  will  be  sent  to  the  commission  showing 
the  action  taken  by  the  department  npon  the  nomination  and  the  other  copy 
filed  in  the  depai-tment. 

149.  Any  eligible  who  has  been  within  reach  for  three  separate  vacancies  in 
his  turn  may  be  sulisequently  selected,  sub.iect  to  tlie  approval  of  the  commis- 
sion, from  the  certificate  on  which  his  name  last  appeared  if  the  condition  of 
the  register  has  not  so  changed  as  to  place  him  in  other  respects  beyond  reach 
of  certification.    The  following  procedure  will  govern  a  selection  so  made: 

Nomination  of  an  eligible,  whose  name  would  be  number  one,  two,  or  three  If 
it  could  be  restored,  should  be  indorsed  as  regular  and  forwarded  direct  to  the 
department,  with  the  notation  that  selection  was  made  of  ;in  eligible  who  had 
been  certified  three  times  without  selection  and  that  sucli  selection  is  made  from 
certificate  (giving  number)  upon  which  his  name  last  appeared. 

Nomination  of  an  eligible  whose  name  would  not  appear  among  the  highest 
three,  if  it  could  be  restored,  should  be  disapproved  and  the  nominating  officer 
advised  of  the  reasons  for  such  disapproval. 

In  determining  the  relative  standing  of  the  name  of  an  eligible  who  has  been 
three  times  certified  and  sulisequently  selected,  no  other  eligibles  should  be 
considered  who  have  also  been  three  times  certified. 

No  charge  should  be  made  against  any  other  eligibles  in  connection  with  an 
appointment  made  by  selection  of  an  eligible  from  the  last  certificate  upon 
which  his  name  appears. 

150.  The  district  secretary  will  make  a  daily  report  to  the  commission  on  the 
prescribed  forms  of  all  selections  approved  by  him,  indicating  tlie  exact  nature 
of  each,  and,  in  the  case  of  temporary  appointments,  the  probable  duration  of 
tlie  service. 

He  will  also  report  to  the  connnission  on  ^March  1  and  September  1  of  each 
year  the  existing  temporary  appointments,  by  services,  in  his  district,  the 
rep(n-t  to  include  name  of  ajjpointee,  date  of  appointment,  position,  and  the 
office  in  which  serving. 

PUBLICATIONS. 

Mo}uinl  nf  cTnminntinns. — A  manual  of  examinations  (Foi-m  302)  published 
semiannually,  in  .Tanuary  and  July,  containing  information  as  to  the  dates  and 
places  of  e.vaminaticnis  not  held  under  the  district  system,  and  the  character 
and  scojte  of  each,  and  also  showing  the  numbers  of  persons  examined,  passed, 
failed,  and  appointed,  reST^ectively.  in  certain  examinations  duriug  the  last 
preceding  fiscal  year.  .  - 
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Information  for  applicants. — For  the  position  of  unskilled  laborer  in  the  Dis- 
trict of  Columbia  (Labor  Form  1)  ;  for  the  ]3osition  of  unskilled  laborer  outside 
of  the  District  of  Columbia  (Labor  Form  la)  ;  in  regard  to  examinations  beld 
on  other  than  scheduled  dates  (Form  376)  ;  for  examination  for  mechanical 
trades  and  other  noneducational  positions  in  the  departmental  and  Indian 
services  (Form  1250)  ;  for  positions  under  the  district  system  and  positions  in 
the  Federal  service  in  Alaska,  Hawaii,  and  Porto  Kico  (Form  1372)  ;  for  exam- 
inations for  entrance  to  the  Steamboat-Inspection  Service  (Form  1405)  ;  for  the 
railway  mail  clerk  examination  (Form  1407)  :  concerning  conditions  of  employ- 
ment in  the  competitive  classified  service  under  the  Isthmian  Canal  Commission 
(Form  1417)  ;  for  the  position<5  of  female  skilled  laborer  in  the  Government  Print- 
ing Olfice  and  printer's  assistant  in  the  Bureau  of  Engraving  and  Printing  (  Form 
1419)  ;  for  stenographer  and  typewriter  examinations  (Form  1424)  ;  for  promo- 
tion or  transfer  to  the  ix>sition  of  post-office  inspector  (Form  1502)  ;  for  examina- 
tion for  the  position  of  fourth-class  postmaster  (Form  1759)  :  in  regard  to  the 
admission  of  deaf-mutes  to  civil-service  examinations  (Form  1786)  ;  for  the 
positions  of  aid  and  deck  officer  in  the  Coast  and  Geodetic  Survey  (Form  1799)  ; 
relative  to  employment  in  the  Philippine  civil  service  (Form  1894)  ;  for  posi- 
tions in  the  post-offlce  service  in  the  sixth  civil-service  district  (Form  1898)  ; 
for  the  rural  carrier  examination  (Form  1977)  ;  for  mechanical  trades  and  sim- 
ilar nonetlucational  positions  in  the  fourth  and  sixth  civil-service  districts 
(Form  1989). 

MisceUaneous  information. — Concerning  reinstatements  (Form  126)  ;  con- 
cerning transfers  (Form  805)  ;  concerning  removals  (Form  505)  ;  concern- 
ing political  assessments  and  partisan  activity  of  officeholders  (Form 
1236)  :  relative  to  the  manner  of  conducting  the  stenographer  and 
typewriter  examinations  (Form  1338)  ;  concerning  veteran  preference  (Form 
1481)  :  in  regard  to  holding  State  or  municipal  offices  by  persons  in  the 
Federal  service  (Form  1648)  ;  for  district  secretaries  and  other  persons  con- 
ducting Investigations  for  the  Civil  Service  Commission  (Form  1698)  ;  regard- 
ing the  classification,  assignment,  and  appointment  of  laborers  (Form  1725)  : 
concerning  temporally  appointments  (Form  1729)  ;  concerning  the  method  of 
conducting  examinations  for  the  position  of  fourth-class  postmaster  (Form 
1758)  ;  for  appointing  officers  with  respec-t  to  unauthorized  appointments  (Form 
1774)  :  concerning  prosecutions  in  connection  with  civil-service  examinations 
under  provisions  of  the  Criminal  Code  of  the  United  States  (Form  1775)  ;  con- 
cerning the  extent  of  civil-service  districts  (Form  1842)';  relating  to  the  classi- 
fication of  assistant  postmasters  and  clerks  at  certain  first  and  second  class 
post  offices  (Form  1865)  ;  for  boards  of  examiners.  Engineer  Department  at 
Large  (Form  1866)  ;  in  regard  to  difference  in  relative  standing  on  a  register 
of  the  same  person  at  different  times  (Form  1899)  ;  concerning  transfers,  sup- 
plementary (Form  1903)  ;  for  boards  of  examinei's,  Ordnance  Department  at 
Large  (Form  1904)  ;  relative  to  the  manner  of  conducting  the  rural-carrier 
examination  (Form  1986)  ;  the  civil-service  act.  rules,  and  Executive  orders. 

Regulations. — Governing  admission  to  the  grade  of  surfman  in  the  Life- 
Saving  Service  (Form  396)  ;  governing  the  employment  of  mates  in  the  Coast 
and  Geodetic  Survey  (Form  1470)  ;  governing  the  appointment  of  unclassified 
laborers  in  the  departments  at  Washington,  D.  C.  (Form  1485)  ;  governing  the 
manner  of  appointment  to  the  position  of  carrier  in  the  Rural  Delivery  Service 
(Form  1494)  ;  governing  promotions  in  the  Customs  Service  at  the  port  of  New 
York  (Form  1522)  ;  governing  promotions  and  transfers  in  the  Customs  Service 
at  ports  other  than  that  of  New  York  (Form  1556)  ;  governing  leaves  of  ab- 
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sence  of  clerks  and  other  employees  of  the  commission  (Form  1751)  ;  governing 
the  appointment  of  fonrtli-class  postmasters  (Form  1752)  ;  in  regard  to  travel- 
ing expenses  of  employees  of  the  commission  in  the  field  (Form  1777)  ;  govern- 
ing the  appointment  of  nnclassified  laborers  in  Federal  offices  outside  of  Wash- 
ington, D.  C.  (Form  1782)  :  governing  promotion  from  positions  below  the  grade 
of  clerk  or  copyist,  departmental  service. 

Copies  of  these  forms  may  be  obtained  npon  request  from  the  district  secre- 
tary or  the  Civil  Service  C-ommission. 

V,y  direction  of  the  coumiission : 

John  A.  McIlhenny, 

President. 
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Applications — Continued.  Section. 

for  noneducational  examinations   24 

forwarded  to  commission   32,  33 

incomplete   20,  23 

in  handwriting  of  applicant   29  (a) 

in  ink   29  (a) 

part  of  corhmission's  records   71 

priority  of   19 

receipt  of,  suspended   128 
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Appointment — 

approval  by  district  secretary   98 
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eligible  unavailable   91, 113 
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jacket  system   76,  86,  99 
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temporary,  pending  permanent   117 
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Average — 
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required  in  technical  subjects  : .  75 

Boards,  local.    {See  Local  boards.) 

Boards  of  examiners — 

district  secretary  member  of   123 

information  for   1 

partisan  activity   40 

Brief  on  applications  filled  out  by  ajjplicant   29  (k) 
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Animal  Industry   2  (b) 
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Card  for  reporting  examinations   71 
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Certifications — Continued.  '  Section. 

loss  of   105 

names  out  on   108 

Navy- Yard  Service   113  (a) 

objection  to  eligibles  78  (b) 

request  for   107 

selection  subsequent  to  third   149 

simultaneous  requests   108 

unskilled  laborers  a.    140 

Changes,  monthly  report  of   132 

Charges — 
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Citizenship  of  applicants  29  (b) 

Civil  service — 
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schools   18 

Claims  for  preference   31 

passed  upon  by  district  secretary   147 

Classified  service,  not  to  be  performed  by  unskilled  laborers   143 

Commission,  applications  forwarded  to   32,  33 

Conducting  of  examinations   46-72 

Courtesy,  in  case  of  inquiries   17 

Crime,  applicant  indicted  or  convicted   29  (e)  29  (f) 

Custodian  Service,  field  positions   29  (a) 

Customs  Service — 
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positions     2  (a) 

Date— 

of  application   29  (h) 

of  jurat   29  (h) 

Debarred,  from  examination   29  (e) 

Declaration  sheets,  when  more  than  one  examination  is  taken   51,  66 

Declination — 
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of  clerk-carrier  eligibles   89 

of  subclerical  eligibles   Ill 

required  in  writing,  when   89 

statement  of  reasons  for   Ill 
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Discharge,  dishonorable   29  (e) 

Districts,  ci-sil  service   2,4 

District  secretary — 
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reports   3 
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report  of  traveling  expenses   42 
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Draftsman—  Section. 

apprentice   135 

mechanical   135 

Eligibility — 

average  required  for   75 

belated  entry  on  register   77  (a) 

cancellation  of                                                                            78,  78  (b),  97 

duration   141 

extension  of .... »   80 

notice  of   76 

priority   19 

suspension  of   105, 109 

declination  of  appointment   Ill 

failure  to  respond   112 
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tlirough  subsequent  examination   78 
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Eligibles — 
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less  than  three  on  register   119 

lists  for  temporary  appointment   116 
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objections  filed  to   78  (b) 

personal  presentation   129 

possible   125 

registers  of  stenographer  and  typewriter   79 

selection  subsequent  to  third  certification   149 

Emergency,  use  of  term  discontinued   100 

Engineer  Department  at  large — 
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where  located   136 

date  of  quarterly  ratings   136 
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peculiar  to   136 

references  of  applicants  -   27 
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Examinations — 

abandonment   67 

announcements   11 

announcements  of,  temporary  appointments   101 

applications  for   24 

applications  for  noneducational,  when  rejected   24 

cheating   50 

conducting  of   37,46-72 
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failure  to  complete   67 

fairness   37 

ineligibles  for   19 

late  arrivals   46 

leaving  room   50 
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Examinations — Continued.  ,  Section. 

notices  to  commission   12 

post  office   84 

publicity  given   15 

references,  noneducational   24 

relatives  of  members  of  boards   8 

rooms  for   36 

rural  carrier     12 

second-class  post  offices   84 

several  held  together   51 

subsequent,  when  permitted  29  (e) 

supervision  of   38 

use  of  aids   50 

visitors   72 

when  announced   12 

when  not  held   13 

who  admitted   46,  47 

who  not  admitted   46 

Examiners — 

at  examinations   38  ■ 

execution  of  vouchers   29  (j) 

Expense,  how  incurred   36 

Experience  of  applicants  29  (a) 

Explanation  of  questions   55 

Extension — 

of  eligibility   80 

.    of  temporary  appointment   122 

Failure  to  complete  examination   67 

Failure  to  respond   90, 112 
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two  or  more  members  in  service   144 

who  are  members   144 

Field  service — 
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Section. 

Height   48 
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date  of  -   29  (h) 

signature  of  ofiicer   29  (i) 
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Lighthouse  Service — 
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boards  of  examinars,  where  located   137 

nominations,  how  made   137 

positions   2  (b) 

quarterly  ratings   137 

registers  for   137 

Lists,  eligibles  and  ineligibles   124 

Local  boards — 

carrier  members   6(b) 

change  of  title  of  member   7 

correspondence   10 

duties   5 

forins  for   9 

how  appointed  ,   •  5 

how  constituted   5 

inf  oimation  from  district  secretary   44 
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nominations   6  (a),  (d) 
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politics  of  members   6  (b) 
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relatives  examined   8 

secretary   5 
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Local  boards — Continued.  Section. 

stationery   9 

wlien  unable  to  answer  inquiries   17 

who  incompetent  6  (b)  (c) 

Local  secretaries — 

absence  of   8 

forms  and  information   14 

Loss  of  certification   105 

Mines,  Bureau  of,  positions   2  (b) 

Mint  and  Assay  Service,  positions   2  (a) 
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Names — 

of  competitors  not  furnished  newspapers   72 

stricken  from  clerk-carrier  register   92 

use  of  Miss  or  Mrs   83  (a) 

Narcotics,  use  of   29  (c) 

Navy  yards — 

certifications  to...  113  (a) 

labor  boards,  where  located   138 

positions   2  (a) 

quarterly  ratings   138 

registers  for   138 

Newspaper  men   72 

Nominating  officers — 

information  for   1 

who  are   115 

Nominations — 

clerk  or  carrier   98 

Customs  Service   148 

Custodian  Service   148 

for  appointment  in  post  offices   87 

for  temporary  appointment,  how  made   117 

forwarded  to  heads  of  department  '   146 

Internal-Revenue  Service   148 

Mint  and  Assay  Service   148 

noneducational,  how  made   126 

numbered  l)y  local  secretary   99 

reasons  for  approval   101 

should  indicate  nature  of  appointment   100 

Subtreasury  Service   148 

temporary  appointments   99 

when  in  duplicate   148 

Notice — 

of  eligibility  and  ineligibility   76 

requesting  reasons  for  declining   Ill 

Numbers — 

assigned  applicants   51 

nomination  series,  temporary  appointments   99 

when  more  than  one  examination  taken   66 

Objections — 

district  secretary  in  doubt  ,   104 

district  secretary  to  pass  upon   104 


50 


Objections — Continued.  Section. 

eligibles  to  show  cause   ]05 

filed,  to  eligibles   78  (b) 

investigation  by  district  secretary   109 

report  on  by  district  secretary   109 

to  appointment  of  eligible   109 

to  eligibles  for  regular  appointment   105 

to  eligibles,  post  ofRce   97 

Officer,  appointing,  who  is   142 

Opening,  of  examination  papers   50,  64 

Ordnance  Department  at  large — 

applications  received  at  any  time   135 

boards  of  examiners   28 

where  located   1,'?5 

positions   2  (b) 

referances  of  applicants   28 

registers  for   134 

Papers — 

examination,  breaking  seal   47 

disposition  of,  when  rated   76 

opening  of   50,  64 

part  of  commission's  records   71 

rated  by  commission   59 

rating  of   73-75 

shipped  to  commission   59 

supplied  to  postmaster  on  request   88 

Parcels,  official  business  of  commission   70 

Partisan  activity  of  boards  of  examiners   40 

Percentages,  applicants  notified   59 

Photographs,  when  required   61 

Physical  defects   29(e),  48 

Physical  requirements   29  (g) 

PoHtics,  local  boards   6  (b) 

Porto  Rico — 

civil  ser\'ice  in   4 

positions   2 

Possil^le  eligibles   125 

Postage   70 

Posting  of  announcements   15 

Post  offices — 

establishment  of  registers   97 

original  appointments  in   85-99 

positions   2(a) 

supplementary  registers  for   82 

temporary  appointments   100-106 

Postponements  of  examinations   47 

Preference — 

average  required   75 

claims  for   31 

claims  for,  passed  upon  by  district  secretary   147 

eligibles  head  register   77 

unskilled  laborers   141 

Preliminary  sheets   51 

inspection  of   68 


51 


Priority—                                                                                               .  Section. 

of  applications   19 

of  eligibility   19 

Probational  appointment.    (See  "Appointment.") 

Probational  appointments,  other  than  post  office   107-113 

Publications   150 

Public  Health  Service,  positions   2  (b) 

Qualifications — 

physical,  post  offices   97 

special,  on  register   130 

Quartermaster  Corps — 

positions   2  (b) 

registers  for   133 

temporary  appointments  of  civilians   133 

Questions — 

catch   55 

examination,  not  furnished  newspapers   72 

explanation  of    55 

Eapidity,  element  of  examination   57 

Ratings — 

of  examination  papers   73-75 

quarterly,  noneducational   134 

two  eligibles,  with  same   77 

References,  noneducational  examinations   24 

Register — 

belated  entry  on   77  (a) 

card  form   76 

clerk  and  carrier   76 

combined  clerk-carrier,  name  stricken  from   92 

common   127 

eligibles  constructively  on   107 

eligibles  from  examinations  less  than  year  apart   78 

establishment  of   76 

expiration  of  supplementary   82 

extension  for  post  office   81 

information  shown  on   77 

maintained  by  district  secretaries   124-127 

local  boards   128-132 

Registers — 

maintained  in  office  of  district  secretaries   123 

noneducational,  how  established   124, 128 

noneducational  positions   123 

preference  eligibles   77 

recalled   127 

resort  to  supplementary   82 

sheet  form   76 

stenographer  and  typewriter  eligibles   79 

supplementary  first  grade   82  (a) 

post  office   82 

temporary  appointment  pending   118 

transfer  of   127 

unskilled  laborers   141 

Registration,  place  of   125 

Registry  fees   70 

Relatives,  examination  of   8 


Reports—  ^  Section. 

concerning  eligibles   83 

daily,  by  district  secretary   150 

district  secretary  to  commission  on  objections   104 

monthly  report  of  changes   132 

of  applications   34 

of  selections,  by  district  secretary   150 

semiannual,  by  district  secretary   150 

to  commission,  of  suspension  of  eligibility   105 

Requests — 

for  certifications  :  107 

for  certifications  when  names  of  highest  eligibles  have  been  certified   108 

Requirements,  height  and  weight   48 

Requisitions,  by  local  boards   9 

Residence,  of  applicants   29  (d) 

Restorations — 

after  declinations   Ill 

after  failure  to  respond   112 

to  combined  clerk-carrier  registers.   89 

to  head  of  register   105 

Review  of  applications   29 

Rooms — 

for  examinations   35 

leaving  of,  during  examination  ,   46 

payment  for,  for  examinations   36 

Schools,  civil  service   18 

Scratch  paper,  use  of,  in  examinations   54 

Seals — 

breaking  of,  examination  papers   46 

impression,  required  in  jurat   29  (i) 

Secretary,  district — 

(iSee  "District  secretary.")  -  • 

duties   2  (h) 

reports   3 

under  commission   2  (b) 

Secretary,  local  boards   5 

Selections — 

after  three  certifications   149 

approval  of   101 

by  district  secretaries   146 

how  made   131 

Separations — 

referred  to  commission   30 

within  year   30 

Sheets,  examination — 

arrangement  of   69 

assembling  of   69 

insufficien  t  number   63 

issued  out  of  order   57 

shipment  to  commission   69, 71 

when  copies  made   63 

wrapping  of   69 


53 


Section. 

Signal  service  at  large,  registers  for   139 

Spelling   52 

Standards,  Bureau  of,  positions   2  (b) 

Steamboat-Inspection  Service,  positions   2  (b) 

Stenogi'apher  and  typewriter  registers   79 

Subclerical,  declination  of  eligibles   Ill 

Subtreasury  Service,  positions   2  (a) 

Suspension,  lack  of  physical  requirements   97 

Technical  subjects,  average  required   75 

Telegrams — 

how  sent   35 

wording  of   35 

Telegi-aph,  use  of   35 

Temporary  appointment — 
{See  "Appointment.") 

announcements  of  examinations,  when   101 

approval  of   100 

carrier  registers   102 

clerk  registers   102 

cessation  of   101 

civilians  in  Quartermaster  Corps   133 

duration  of   115, 117, 118, 120, 133 

extension  of   120,122,133 

females  in  post  offices   103 

from  register  pending  full  certification  {    119 

how  made   114 

job  employment   120 

lists  of  eligibles   116 

nature  of   115 

of  additional  clerks  or  carriers   106 

other  than  post  office   1]  4-122 

pending  establishment  of  register   118 

pending  permanent  appointment   117 

period   100, 101 

reduction  of   102 

Time- 
allowed  for  examinations   56 

entries  verified   58 

Transfer  of  eligibility   78  (a) 

Traveling  expense — 

authorized  by  commission   41 

in  case  of  exigency   42,  43 

of  district  secretaries   41 

of  local  boards   41 

Unclassified .    (See  ' '  Unskilled  laborers . " ) 

Unclassified  service   140-143 

Unskilled  laborers — 

appointments,  how  made   142 

not  to  be  assigned  to  classified  duties   143 

ratings  of   141 

registers,  where  maintained   140 

Visitors  at  examinations   72 


54 

Vouchers —  ■         ,  '  Section. 

confidential  .'   26 

filing  of  ,  noneducational  examinations   24 

furnished  by  whom   24 

how  executed   29  (j) 

unfavorable   25 

when  incompetent   24 

Wall  majDS,  remo^-al  during  examinations  .'   50 

Weather  Bureau,  positions    2  (b) 

Weight,  eligibles,  post  office   48,  97 

-   ■  o- 


